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Bepartment of State 67593 
! ым © filed by the State and that the 
same is a correct transcript of said original. 
SEP 15 1987 
2X4 


БЕА 


B544303 


STATE OF NEW YORK: 


COUNTY OF ALBANY : 


In accordance with the provisions of section 804 of the 
Not-for-Profit Corporation Law, consent is hereby given to the 
change of name of ASPIRA OF AMERICA, INC. to ASPIRA ASSOCIATION, 
ING. contained in the annexed certificate of amendment to the 
certificate of incorporation. 


This consent to filing, however, shall not be construed 
as approval by the Board of Regents, the Commissioner of 
Education or the State Education Department of the purposes or 
objects of such corporation, nor shall it be construed as giving 
the officers or agents of such corporation the right to use the 
mame of the Board of Regents, the Commissioner of Education, the 
University of the State of New York or the State Education 
Department in its publications or advertising matter. 


IN WITNESS WHEREOF this instrument is 
executed and the seal of the State 
Education Department is affixed this 
7th day of August, 1987. 


Thomas Sobol 
Commissioner of Education 


зу: DL fA 


Seth Rockmuller 
Assistant Counsel 
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CERTIFICATE OF AMENDMENT 
OF THE 
CERTIFICATE OF INCORPORATION 
OF 
ASPIRA OF AMERICA, INC. 


Under Section 803 of the Not-For-Profit Corporation Law 


We, the undersigned, being the chairman of the board 


and secretary of ASPIRA OF AMERICA, INC., do hereby certify: 


1. The name of the corporation is ASPIRA OF AMERICA, 


INC. 


2. The certificate of incorporation of ASPIRA OF 
AMERICA, INC. was filed by the Department of State on November 20, 
1968. The said corporation was formed under The Membership Corporations 


Law of the State of New York. 


3. ASPIRA OF AMERICA, INC. is a corporation as 
defined in subparagraph (a)(5) of section 102 of the Not-For-Profit 
Corporation Law and is a Type B corporation under section 201 of said 


law. 


4. Paragraph "SECOND" of the certificate of incor- 


poration of ASPIRA OF AMERICA, INC., which sets forth the name of the 


corporation, is hereby amended to read as follows: 


SECOND: The name of the corporation is ASPIRA 
ASSOCIATION, INC. 

5. This amendment to the certificate of incorporation 
of ASPIRA OF AMERICA, INC. was authorized by the consent of a majority 
of the members of the entire Board of Directors of the corporation 
voting in person at a meeting duly called and held for that purpose 


on February 15, 1987, there being no members entitled to vote thereon. 


6. The Secretary of State of the State of New York 
is hereby designated the agent of the corporation upon whom process 
against it may be served. The post office address to which the Secre 
of State shall mail a copy of any process against the corporation served 


upon him as agent of the corporation is: 


ASPIRA ASSOCIATION, INC. 
c/o PENA & APONTE, P.C. 


washington, D.C. 20005 


IN WITNESS WHEREOF, the undersigned have executed 


this certificate this 2226 day of July, 198 


Chairman | 


Andino, 


Verification 


District of ) 


) 
Columbia ) 


We, Aureo Р. Andino and Maria Seidner being duly 
sworn, state that we are the chairman of the Board of Directors and 
Secretary, respectively, of the corporation named in and described 
in the foregoing certificate and that we have read the foregoing cer- 
tificate of amendment and know the contents thereof to be true, except 
as to the matters therein stated to be alleged upon information and 


belief, and as to those matters we belie; еп to be true. 


Sworn to before me mr 


day of July, 1987. 


Notary Public 


suc. STATE OF FLORIDA 
ну РЕ EXPIRES MAR: 9, 1991. 


y È 


APPROVALS 8 CONSENTS 


STANLEY PARNESS 


, Justice of the 


Supreme Court of the State of New York, First Judicial District, do 


hereby approve the foregoing Certificate of Amendment of hp Certificate 


be filed. C2 


AUG 27 1987 
NEW YORK с 


ГА quif T 


STANLEY Ba gees: 


by Howard. Ағ 


жж” о 


Sir-Please take notice that the within is a (certifigd) 
true copy of a 

duly entered in the office of the clerk of the within 
named court on 19 


Dated, 
Yours, etc, 
^ 


Ашӛтеу dor 


Office and Post Office Address 


To 


Auorney(s) for 


Siri— Please take notice that an order 


of which the within is a true copy will be presented 
for Seftlement to the Hon. 


fone of the judges of the within named Court, ar 


on E 
а м. 


Yours, etc, 


Attorney for 


Office and Post Office Address 


To 


Т | 


Mtt 
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NEW YORK STATE 
DEPARTMENT OF STATE 


CERTIFICATE OF AMENDMENT 


OF THE 
CERTIFICATE OF INCORPORATION 
OF 


ASPIRA OF AMERICA, INC. 


CORPORATION LAW 


/ 
UNDER SECTION 803 OF THE NOT-FOR-PROFIT / joe 
aft 


PENA & APONTE, P.C. 


Ашот) біт Incorporators 


“8844303 


$ТАТЕ ОҒ МЕУ/ ҮОВК 
DEPARTMENT OF STATE 


FILED SEP 1 5 1987 
MIT OF CHECK 1— 


Office and Post Office Address, Telephone пие FEE $ ` 
1101 Fourteenth Street, N.W. NYFEES  ——. E 
Suite 6l L6 COUNTY FEE T 7, £s 
Washington, D.C. 20005 1-22. 
Те1.: 1202) 371-1555 КЕМ 
To a 


Attorney(s) for 


Кот =—— 2 222 125 A 
— 


Dated, 


lH al u E 


Attorney(s) for 


о “ 


8 


UT 
rr e 


‘718382 -/ 2-< 


2024 


CERTIFICATE OF INCCRPORATIO| 
oF 
ASPIRA OF AMERICA, INC. 


Pursuant to the Neabership 
Corporations Law) 


gut di 


ээл 


aa 


ж 


caxfirtcare ОР INCORPORATION 


or 
ASPIRA OF AMERICA, INC. 


(Pursuant to the Menberehip Corporations Lav) 


А 
T лапон, d ашаа осыны, me, 

жау tone “Cosposton 

данада АЦА, not organized for pecuntary 


Profit, have been duly authorized to form a Corporation, for| 


the purposi 


is hereinafter more particularly described, 
Pursuant to and in conformity with the Membership Corpora. 
tion Law of the State of New York. 


EIRST: That the particular objects for which 


said Corporation is formed are as follows, viz.: 


(A) That the ‘objectives and purposes for which 
said Corporation {з formed shall be exclusively charitable 
and educational, within the meaning of Section 501 (c) (3) of! 
She United States Internal Revenue сой of 1956 as the өше 
may be amended, 

6 Te develop the intellectual and creative 


capacity of Puerto Ricans and all other /without regard to 


теге, creed, color or national origin by eocivating and 
© race, ereed, color or national origin to enter and/or 
continue their education in the professions; the arts and ti 
fechntcal fields so that such persons may offer their trato. 


ing, skills and dedication to the betterment of the communi: 


and the solution of comunity problems; 


To plan, create, program, carry out, ішріс- 
деле and coordinate through studies, research, surveys, 
consultation, supervision, guldawee, ‘counselling and action 
4 comprehensive program designed to develop, motivate and 
PHlent all capable applicants in and toward the education 


and intellectual development of themselves 


md to do any 
and ait lawful acts and things which may be necessary, use- 
ful, suitable, desirable or proper for the furtherance and 
Sstsinsent of any or all оё the purposes of the corporation, 
Nothing herein contained shall authorize 

fhe doing of any act which would require the approval of any 
department of che State of New York or the doing of any act 
mentioned in Membership Corporations Law Sec. 11 or Social 
Welfare Law Sec, 35, 


(B) In furtherance of its Čharitable and 
educational purposes set out in Section (A), but not for 


fy other objects or purposes, the Corporation may exercise 


the following powers to the extent permitted by lav; 


@) To acquire by gift, legacy, bequest, 
devise, grant, purchase, exchange, lease, funds and Property 
(Poth real and personal), without Limitation as to amount 


OF value, and to hold, invest, re-invési 


adninister, use 


‘and expend, donate the same or any part thereof exclusively 


for the objectives and purpose 


Set out in Section A. 


(D, то do everything and anything reason- 
ably and lawfully necessary, proper, suitable or convenient 
toaæhieve the objects and purpo: 


Set out in Section (A), 
Provided, however, thatthe Corporation may not exercise 
day power, either expressed of implied, in such a manner as 
59 disqualify the Corporation fron exemption from income 
Fax under Section 501 (c)(3) of the United States Internal 


Revenue Code of 1954, as the same may be 


mended, 


(9) Те 39 the intention of this Corpora- 
Son at all time to qualify and remain qualified as exempt 
from income tax under Section 501 (©)(3) of the United States| 
Internal Revenue Code of 1954, as the sane may be amended, 


Accordingly: 


(A) Тһе Corporation shall not be conducted or 


Sperated for Profit, and no part of the net earnings of the 
Corporation shall inure to the benefit of any member or 


individual; nor shall any of such пес 


nings nor any of 


Че proparty or шешеге of tho Corporation be used other than 
‘or the objectives and purposes of the Corporation set out E 


Section (a). 


(B) No part of the activitie 


of the Corpora- 
Sion shall consist of carrying on propaganda, or otherwise 
“tempting to influence legislation; xor shall the Corpora. 
Tion Participate in, or intervene in (by the piblishing or 
distributing of statements or otherwise), any political 


campaign on behalf of any candidate for public office, 


EN 


- 
(©) тя thei event of a Liquidation, dissolution, 

termination or winding up of the Corporation (whether 
voluntary, involuntary or Бу оре 


ition of law) none of the 
Property OF assets of the Corporation shall be made avail- 


y be amended, 


9 comperation or other аша ц | 


‘other transferee of the Corporation unless 


Code of 1954, or be an organization, contributions to which 
өзе deductible under Section 170 (е) (1) of such Code, as 


such Sections may be amended, 


(D Im the event of dissolution of che sata 


Corporation, the said dissolution а 


SECOND: That the corporate nameby which said 
Corporation hereby to be formed shall be oun and 
distinguished is and shall be ASPIRA oF AMERICA, INC. 

THIRD: That the territory in which the operation 


OF sald Corporation are to be principally conducted fs the 
United States of America and Puerto Rico. 


FOURTH: That the principal office of said 
Corporation shall be located iw the City of New York, county 
of New York and State of New York, 


EIFTH: That the number of Directors of said 


Corporation shall not be less than five nor more than ишу. 


SIXTH: That the names and places of residence of 


the persons to be the Directors of 


Md Corporation until 
its first annual meeting аге: 


ES PLACES OF RESIDENCE 
duis PLACES OF RESIDENCE 
Gilbert Ortiz 4 Robinhood 


New Gicy, New York 10956 
2. Blanca Cedeno 


Ба 11423 
3. Manuel Casiano 2 Kinson Cour 
Plandone, New York 11030 
4. Ivan E.Irizarry шер Road 
аррап, New York 
5. Olga Gandara 4 Washington Square Village 
Rew Torts Rew duet 
6. Manuel Sanalot 5 Hampton Oval 


New Rochelle, New York 


SEVENTH: That all of the subscribers to the 
certificate are of full age; that at asp ceo-thirds of 


then are citizens of the United States; That at tease one 


of then їз a resident of the State of Ney York and thas | 


of the persons named as Difectors, at least one іш a өшіге 


of the United States and a Tesident of the State of New York, 


IN WITNESS WHEREOP, ме have made, 


» Subscribed, 
and acknowledged this Certifica) 


and have hereunto set our 
hands and affixed our respect#ve pea; 


this 26th day of 
Septezber, 1968, 


IVAN E.TRIZARRY 


2 1. 
q " 
| Cede 


ко 


On thi £ Fae day of Septenber, 1968, before s 
А case блат ORTIZ, to me known 


STATE G NEW Yor 
COUNTY ор New TORS 


1 ЕТІ 

қарды SA а 
STATE oP EW ак) MORE Sakae 
COUNTY OF NEW YORK) 58.: 
this PEF 


day of September, 1968, before 
me d toe атда and known to 

he persons described fa кабел өзі executed 
The foregoing” Кез of Incorporation sad he therespon 
40у acknowledged to me that he executed the e 


STATE OF NEW YORK ) 
COUNTY OF; NEW YORK) ве. 


76% day of Septenber, 1968, before ne 
personally ES ЕТІК. known and 
"debe one of the persons described in and антон Е 

е ther 


E ER 5 
hes 


STATE OF. NEW YORK ) 
COUNTY OF- NEW YORK) вв. 


this 2626 ay, of September, 1968, Баб. 2 
personally aes та OLGA ола о 
fo be one of the persons described сн апа COND EO m 
the foregoing Certificate of байталды and she thereupon| 
duly acknowledged to me that she grecut es 


STATE OF NEM YORK ) 
COUNTY OF NEW YORK) °$ 


2046 берене, 1968, betore 
ne personaly pope PIE 
o be one of the gere к i2 and ы | 
She foregoing Certificate poration БҮ he thereupon 
duly acknowledged to me thet he c executed the s 


Й 
I, a Justice of thi 
Judicial District, hereby 


of Incorporation.of Aspira, 


Dated) v^ ИР, 1968. 


paso Watved 


BESOLUTION oF DIRECTORS 
oF 
ASPIRA, INC. 


We, GILBERT ORTIZ and OLGA GANDARA, President and 
Secretary, x 


etively, of ASPIRA, INC., a New York corporal 
Sion, DO HEREBY CERTIFY that at а 


pecial meeting of the 
Board of Directors duly held on the 17th day of Septenber, 


1968, at 296 Fifth Avenue, New York, N.Y, 10001, the follow 


ing resolutions were placed before the meeting and 
unanimously adopte. 


RESOLVED, that it is the judgment of this 
Beard of Directors ea th 


е name of ASPIRA OF AMERICA, 
INC. will in no iterfere or conflict with the 
Per EE this соронз: ФРА, ТЮС, а өше 


judgment corporate names 
ГО; теде and sorta ait ви calculated to 


TETUR RESOLVED, chac a certified copy of the 
olution be submitted to the Secretary of 


State of the State of New York, wits he request that eh 
Certificate of Incorporation be filed, 


ЭН MYENESS ИКУ, wa hava шне еа thia 


Ansevunone this 26th day of бере 


4 


STATE OF NEW YORK )* 
COUNTY OF NEW YORK): 


on'this say ор septenber, 1966, before ше 
т аы сате CILAERT ORTIZ, to e кшш а 


де ti rie pertont desc thed in and who Кт the 
oregoing кешсе tnd acigovlegged to ne that 
executed the 


STATE oP нші чак) 
NEW YORK) © 


on ents 24K aay of юршш, 1968, before ne 
personaly cane 

Be one of the persona described tn and epo ші қына ко се 
foregoing Сағ саге and acknovledged to ve thas she 


executed che 
4 E Ee | | 
“BE Sy | | 

ca tee pet n, ara 


Lerner That 1 bave compared the peeling. 


copy wth he original Certificate of Incorporation of 


ASPIRA OF AMERICA, INC., 


Pr 
ied in ti department on he 2088 day ot November + 1 968, 


———————M 4 


(Witness my band andthe oil senl o 
Gir d Any, ба ткенде 


Deparment of State at the 


же ошала nine hundred 


per. Контра 


gory of Sa 


чо 
КЕ 


MISSION 


The ASPIRA Association defines its mission as follows: 


The ASPIRA Association will enhance the Puerto Rican and Latino community 
by developing and nurturing the leadership, intellectual and cultural potential of its youth 
so that they may contribute their skills and dedication to the fullest development of the 
Puerto Rican and Latino community everywhere, 


ТТИ 


Amended January 31, 1993 and February 13, 1994. 


ARTICLES OF ASSOCIATION 


AMBLE 
This agreement, hereinafter the Articles of Association, between The ASPIRA Association, 
Inc. and the ASPIRA Associate governs the relationship among the ASPIRA Associates as defined 
below and binds the ASPIRA Associate to the national association called the ASPIRA Association, 
шс. 
In consideration for the mutual covenants contained herein and for other good and valuable 
consideration, the parties hereby agree as follows: 
ARTICLE I 
Purpose of the ASPIRA Association 
Section 1. Purpose: The ASPIRA Association serves to promote the welfare and 
development of Puerto Ricans in the United States and Puerto Rico. A principal aim is to foster, 
develop and expand at the national and local levels the educational and creative opportunities and 
"capabilities of Puerto Ricans by establishing, through technical assistance, research, advocacy and 
direct service programs, the means necessary to motivate and orient Puerto Ricans to enter or continue 
their education in the professions, the arts, and the technical fields so that they may offer their training, 
skills and dedication to the betterment of Puerto Ricans. The ASPIRA Association is committed to 
identifying the needs and redressing the problems of Puerto Ricans, and has as one of its foremost aims 


alleviating, through the development of leadership, the condition of Puerto Ricans who are socially and 


economically disadvantaged. No services will be denied to any student оп the basis of race, sex, color, 
creed, age, or national origin. The ASPIRA Association pledges to cooperate with other organizations, 
agencies, or movements having similar purposes and needs. 

Section 2. The ASPIRA Process: To achieve the purpose stated above, ASPIRA has 
developed through the years a comprehensive model, known as the ASPIRA Process, which has been 
key to ASPIRA's effectiveness in developing Puerto Rican and Latino leadership and at increasing the 
pool of college eligible students. The ASPIRA Association hereby acknowledges that ASPIRA of 
New York, Inc, which began serving the Latino community in 1961, was the first ASPIRA 
organization in the United States and first developed the ASPIRA Process. The ASPIRA Process 
consists of a network of services and activities that foster aspirations, self-confidence, the ability and 
determination to pursue higher education, and a lasting commitment to help others in the community. 
The ASPIRA Process involves three concepts: awareness, analysis and action. Awareness is the 
process through which youth become more conscious of their cultural, racial and ethnic background 
and history. Analysis is the process, both personal and collective, through which youth learn more 
about themselves, about other cultures, and about the surrounding world. Action is the process of 

+ putting the knowledge and skills acquired to use for the benefit of the community, of realizing one's 
role as a catalyst for social change. 

At the core of the ASPIRA Process is а youth-run leadership club structure. Clubs are usually 
initiated by an ASPIRA staff person who recruits students through the schools. The ASPIRA staff 
person helps facilitate the club until a student leader is elected from within the group and then serves аз 


а resource person to the student led club. Through the clubs, youth leam and practice parliamentary 


procedures, exercise their democratic rights and responsibilities through election processes, and 
strengthen skills such as public speaking, debating, problem solving and conflict resolution. Through 
facilitated discussions, the youth study the history of their communities, explore issues that have 
affected their community throughout its history and at present, deepen their awareness and 
understanding of their cultural heritage, and celebrate the contributions and achievements of Puerto 
Ricans and Latinos through the years. The clubs provide the support systems that are often lacking 
outside the school environment. Field trips, presentations by invited guests, and close interaction with 
staff, volunteers and mentors expose the youth to successful role models, motivate youth to achieve 
and increase youth awareness of their role within the society that surrounds them. 

Youth leadership development activities through the clubs are complemented by local and 
national programs that promote academic achievement and career development. Through group 


activities and individual counseling, the youth receive guidance and assistance in their academic 


pursuits, career exploration and decision making, college information, and personal 

The ASPIRA Process also involves parents in furthering the leadership and educational 

development of their children, by providing parents with techniques to foster a nurturing educational 
` environment at home, by assisting parents in identifying existing community educational resources, and 
by guiding parents to a more active participation in the educational system. 

The ASPIRA Process also incorporates research and advocacy as а means to increase 
institutional awareness of the challenges and opportunities that а growing population of Puerto Rican 
and Latino youth represent. ASPIRA' research provides the empirical and theoretical framework оп 
which to base the continuous refinement of existing educational and leadership development programs, 


and the development of new programs that will better serve Puerto Rican and other Latino Youth. 
ARTICLE II 
Structure of the ASPIRA Association 

Section 1A. Associates: The existing ASPIRA Associates in Florida, Illinois, New Jersey, 
New York, Pennsylvania, and Puerto Rico, together with any other Associates duly constituted 
pursuant to these Articles, shall compose the ASPIRA Association, provided that each Associate has 
executed Articles of Association with ASPIRA Association, Inc. 

Section 1B. National Office: The ASPIRA Association Inc. shall have a National Office with 
duties and responsibilities described herein in Article III. 

Section 1C. Affiliates: Any affiliate duly constituted, as set forth in Section 6, shall also be 
part of the ASPIRA Association, provided that the Affiliate has executed Terms of Affiliation with 
ASPIRA Association, Inc. 

Section 2. Names and Logo: Each ASPIRA Associate currently incorporated will be allowed 
to continue using the name as it appears in its Incorporation documents. However, any Affiliate or 

, Associate hereinafter incorporated shall be known by the name of "ASPIRA of" followed by the name 
1 of the State over which it has program responsibilities, followed by “Inc.". The Associate having 
"eram responsibility in Puerto Rico shall be known by the name "ASPIRA, Inc. de Puerto Rico". 

The ASPIRA Association shall be known by the name of "The ASPIRA Association, Inc." Each 
Associate shall indicate on its letterhead that it is "An Associate of the ASPIRA Association, Inc." Тһе 
ASPIRA Association, Inc. letterhead shall include the common logo and the name of each ASPIRA 


Associate in alphabetical order. 


There shall be one common logo, "El Pitirre," throughout the ASPIRA Association. The name 
"ASPIRA" and the "El Pitirre" logo are Service Marks of the ASPIRA Association, Inc., which have 
been duly registered with the U.S. Patent and Trademark Office. The ASPIRA Association, Inc. 
hereby authorizes its Associates pursuant to the terms and conditions of this agreement to use its 
registered trademarks, as well as any other marks owned by the corporation, so long as the terms 
herein are met. The name ASPIRA and the Pitirre logo, as well as any other mark designated in 
writing by the ASPIRA Association, shall always be accompanied by the letter R in a circle, to indicate 
their registration with the U.S. Patent and Trademark Office. The ASPIRA Association reserves the 
right to require in its discretion the use of the letters SM or TM! with any unregistered marks in which 
it claims a property interest. 

Section 2A. Notwithstanding anything contained in these Articles of Association to the 
contrary and in recognition of the status of ASPIRA of New York, Inc. as the founding ASPIRA 
organization, the ASPIRA Association, Inc. hereby grants an exclusive license to ASPIRA of New 
York, Inc. to use the registered trademark of the ASPIRA Association, Inc., including the name 

А “ASPIRA’ and the “El Pitirre” logo, in the State of New York. 
` This license shall be irrevocable and unaffected by the expulsion of ASPIRA of New York, Inc. 
from the ASPIRA Association, Inc. unless, and only if, such expulsion is based upon one of three 
grounds: (1) that ASPIRA of New York, Inc. revises its charter to abandon its founding purpose and 


commitment to youth leadership development and educational excellence, or if in the adoption of 


1 i S. Patent. the symbols TM and SM may be used by 
the owner of a mark to indicate a claim of ownership in the mark. 
6 


programmatic priorities there is a de facto implementation of a revision of its founding purpose and 


commitment to youth leadership and educational excellence; or (2) that ASPIRA of New York, Inc. 
abandons the ASPIRA model; or (3) that ASPIRA of New York, Inc. violates its own charter by 
engaging in or sanctioning criminal activity.” If the expulsion of ASPIRA o f New York, Inc. is based 
upon any of the preceding three grounds, then the ASPIRA Association, Inc. shall have the right to 
revoke the otherwise exclusive and irrevocable license. 

This irrevocable license shall also be unaffected by ASPIRA of New York, Inc.’s withdrawal 
from the ASPIRA Association, Inc. only if ASPIRA of New York, Inc. severs its relationship based 
upon any of the following three grounds: (1) that the ASPIRA Association, Inc. revises these Articles 


of Association to abandon its principal aim to foster youth leadership development and educational 


excellence, or if the adoption of іс priorities there is a de facto i tion of a revision 

of its founding purpose and commitment to youth leadership development and educational excellence; 

or (2) that the ASPIRA Association, Inc. abandons the ASPIRA model; or (3) that the ASPIRA 
Association, Inc. violates these Articles of Association by engaging ог sanctioning criminal activity." 

As consideration for granting of this exclusive and irrevocable license, ASPIRA of New York, 

“Tne, acknowledges the validity of the trademarks and covenants that it will not directly or indirectly 

‘contest the validity of the trademarks or the right and title of the ASPIRA Association, Inc. therein and 


thereto. 


2 The term "ei 
leas of ASPIRA of New Yo eo nop aa part ск lupa tin D. aede deine oy oer ens of 
protest which may include violations of law. 

? The term “eri Board, staff or the 
stants of ASPIRA of NewYork е. доре s рий flan seg. Гете aiast lanoo ty ther means of 
protest which may include violations of law. 7 


Section 3. Incot Чоп: Each ASPIRA Associate must incorporate within the State over 
which it has program responsibilities, except for the ASPIRA Associate having program responsibility 
over Puerto Rico which shall incorporate in Puerto Rico. Each ASPIRA Associate shall be 
incorporated in conformity with the laws of the place of incorporation, The ASPIRA Association Inc. 
is incorporated in the State of New York. Its national office is located in the District of Columbia. 

Section 4. By-Laws: The By-Laws of each ASPIRA Associate shall reflect both a common 
purpose and the individual needs of the ASPIRA Associate. All ASPIRA Associates shall have By- 
Laws consistent with the By-laws of the ASPIRA Association, Inc. and the laws of the place of their 
incorporation. Amendments to the By-Laws of the ASPIRA Associate shall be promptly submitted to 
the National Board of Directors and shall be consistent with the By-laws of the ASPIRA Association, 
Inc. The National Board of Directors will determine at its sole discretion whether any local By-laws or 
amendments thereto are consistent with the By-laws of the ASPIRA Association, Inc. The local By- 
Laws do not need to be identical to the National By-Laws, however, the local By-Laws must remain 
consistent with the purposes and intent set forth in the National By-Laws. If such By-laws are found to 

_be materially inconsistent, the National Board will notify the respective local board of directors of such 
` inconsistency. Such inconsistency shall be amended by the local board within one hundred and eighty 
(180) days of such notice. If said inconsistency is not cured within this specified period, absent 


affirmative action by the National Board of Directors to th , expulsion ings against the 
‘Associate will be commenced. At the discretion of the Associate it may submit proposed amendments 
to the National Board. The National Board wil, within ninety (90) days of receipt of the proposed 


amendment render an opinion regarding whether the amendment is consistent with the ASPIRA 


Association, Inc. By-laws. Ifthe National Board amends the By-laws of the ASPIRA Association, Inc. 
it shall provide notice to the Associates of the amendment and allow the Associates a reasonable time 
to make appropriate amendments to their By-laws 
Section 5. National Board of Directors: The property, business, and affairs of the ASPIRA 
Association, Inc. shall be managed and controlled by a Board of Directors known as the National 
Board of Directors. The National Board of Directors may adopt such By-Laws, Rules and 
Regulations for conducting the business and affairs of the ASPIRA Association, Inc. as it deems 
proper. It shall also have responsibility for chartering new ASPIRA Affiliates as described in Section 6 
below. Pursuant to the National By-Laws and subject to amendment thereto each ASPIRA Associate 
shall be entitled to be represented by two (2) Directors on the National Board, unless the Chairperson 
of the ASPIRA Associate has been removed from the National Board of Directors for cause, in which 
event that ASPIRA Associate will be represented by one Director on the National Board of Directors. 
The National Board of Directors may, by a majority vote of its members, include representation, with 
or without vote, of an ASPIRA Affiliate, as described in Section 6, on the National Board of Directors. 
In the event the National Board of Directors votes to include representation from an Affiliate, the 
«Chairperson of the Board of Directors of the Affiliate and a student who meets the qualifications set 
forth for student representatives above, would become directors of the National Board of Directors. 
The directors on the National Board of Directors shall consist of the Chairperson of the ASPIRA 
Associate, except as set forth above and one representative who is a student between the ages of 
eighteen (18) and twenty-five (25) (or between the ages of twenty one (21) and twenty eight (28) 


years of age in those states and Puerto Rico where legal age of majority is 21 though this student 


must be a member of the Associate/Affiliate Board of Directors and has received or is receiving 
ASPIRA services), who is duly qualified to serve as and is а member of the ASPIRA Associate's 
Board of Directors. All directors must be at least eighteen years of age and must also qualify as а 
director of their ASPIRA Associate pursuant to relevant local statutes. 

In addition to the directors chosen in accordance with the above, the National Board will have 
seven At-Large directors. Three At-Large Directors will be chosen under the circumstance enumerated 
below in this Section, being the Chairperson of the National Board of Directors as described below in 
this section, the Immediate Past Chairperson of the National Board, and the Immediate Past 
Chairperson of the Student Affairs Committee, Four At-Large Directors will be elected by a majority 
vote of the National Board of Directors at the regular annual meeting of the National Board of 
Directors. Тһе four elected At-Large directors shall have fixed terms of 2 years and can be reelected 
for one additional, fixed, consecutive two-year term, except when filling a vacant At-Large position. 
The elected At-Large Directors shall be selected by a majority vote of the National Directors elected by 
the Associates prior to the selection of officers of the National Board. The terms of the elected At- 
Large Directors will be staggered. No more than two elected At-Large directors will be elected in any 

m There shall not be more than two of the seven At-Large members from any geographical area 
served by any Associate. At-Large Directors shall not be members of any Associate or Affiliate 
ASPIRA Board of Directors during the time they are serving as Directors of the ASPIRA Association, 
Inc. 

In the event the Chairperson of the National Board is chosen from the representative of any 


‘Associate, he/she shall resign that position as representative of his/her Associate оп the National Board 
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and shall occupy the position of the one-year At-Large Director. Under those circumstances, his/her 


shall be entitled to elect another іуе to the National Board. 


Further, in the event the Chairperson of the National Board is not a representative of any 
Associate, the one-year At-Large Director shall be elected by the National Board as described below. 
Furthermore, in the event the Chairperson of the Board of the ASPIRA Association during the twelve 
months following the end of his/her term as said Chairperson, does not otherwise remain a member of 
the ASPIRA National Board of Directors, he/she shall remain a member of the Board of the ASPIRA 
Association for another twelve months as an additional At-Large Director unless he/she was terminated 
for cause from his/her position аз Chairperson of the ASPIRA Association. Тһе former Chairperson 
shall assume the position as additional At-Large Director without further vote by the National Board of 
Directors 

Section 6. Affiliation Procedures: Upon acceptance by the National Board of Directors of an 
application to become an Affiliate of the ASPIRA Association, Inc., a limited legal relationship will be 
entered into by the ASPIRA National Board of Directors and the new Affiliate. No Affiliate, however, 
may be created in any state or other jurisdiction in which an ASPIRA Associate is already operating. 

„7 The contractual agreement known as terms of Affiliation will define the procedures and methods for 
“the effective establishment of an Affiliate. In signing Terms of Affiliation, the National Board of 
Directors authorizes the new local Board of Directors to use the name "ASPIRA" and the "Pitirre" 
logo in its organizational activities and programs, and in printed materials and publications; grants the 
new local board the power to incorporate itself as an Affliate of the ASPIRA Association, Inc., or 


transfers to the local board any existing incorporation under the name "ASPIRA" in that state; and 
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grants the new local board of directors the power to draft By-Laws, Rules and Regulations pursuant to 
the By-Laws, [and] Rules and Regulations of the ASPIRA Association, Inc. To provide a period of 


and the proper it ion of the ASPIRA Process, the status 


of affiliation shall be maintained for a period of no less than two (2) and no more than five (5) years. 
This period may be lengthened or shortened by the National Board. At the culmination of this five year 
period or any extensions or reductions thereto, the Affiliate will be considered for status as an ASPIRA 
Associate. 

The name "ASPIRA" and the "Pitirre" logo are Service Marks of the ASPIRA Association, 
Inc. which have been duly registered with the U.S. Patent and Trademark Office. The ASPIRA 
Association, Inc. will authorize its Affiliates pursuant to the terms and conditions of the Terms of 
Affiliation to use its registered trademarks, as well as any other marks owned by the corporation, so 
long as, the terms therein are met. The name ASPIRA and the Pitirre logo, as well as any other mark 
designated in writing by the ASPIRA Association, shall always be accompanied by the letter R in а 
circle, to indicate their registration with the U.S. Patent and Trademark Office. The ASPIRA 
_ Association reserves the right to require in its discretion the use of the letters SM or TM with any 

` enregistered marks in which it claims a property interest. 

Section 7. Executive Decisions: The Associates hereby agree to abide by any requests or 
requirements set forth by the National Board of Directors of which each member of the Associate's 
Board of Directors has received notice, unless the Associate's Board of Directors determines by а 
majority vote of all directors of said Associate that such request or requirement is unacceptable to the 


‘Associate and so notifies the National Board of Directors in writing within sixty days of such notice of 
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the request ог requirement. 

Section 8. Notice: Any notice, request, demand, consent, approval or other communication to 
be provided to either the Associate or its Directors shall be given in writing and delivered in person, or 
sent certified mail, postage prepaid, courier service or facsimile transmission to the Associate's 
Executive Director and receipt by that individual will constitute receipt by each member of the 
Associate's Board of Directors. 

Any notice, request, demand, consent, approval or other communication to be provided to the 
National Board of Directors shall be given in writing and delivered in person, or sent certified mail, 
postage prepaid, courier service or facsimile transmission to the National Executive Director and 
receipt by that individual will constitute receipt by each member of the National Board of Directors. 

ARTICLE Ш 
Functions and Areas of Responsibilities of 
the National Office of the ASPIRA Association, Inc, 
and the ASPIRA Associates 
Section 1. Function and Areas of Responsibilities of the National Office of the ASPIRA 
"u Association, Inc.: The National Office shall function in the following major areas: 

а) Advocacy: Espousing points of view and maintaining a national voice conceming issues, 
problems, and solutions which are national in both scope and effect and which relate to the purposes of 
the ASPIRA Association, Inc. In espousing such views, the local concerns and interests of affected 
ASPIRA Associates shall be considered, and diversities respected. 

b) National Presence: Enhancing the national visibility of the Association by disseminating 


ASPIRA's research and program accomplishments, and by participating in coalitions with other 
national organizations working in areas of interest to ASPIRA. 

c) Fund Raising: Soliciting funds from primarily national funding sources. Prior to soliciting 
unrestricted funds from funding sources that provide both national and local funding, the ASPIRA 
Association's National Office and the ASPIRA Associates shall consult and collaborate as to the time, 
manner, and presentation of the funding request in order to maximize the amount of funds obtained, 
and to mutually benefit the ASPIRA Associates and the ASPIRA Association's National Office. 
Information concerning funding shall be exchanged annually among Associates and ће ASPIRA 
Association's National Office, including the designation of current and future funding sources by each 
Associate and the ASPIRA Association's National Office. 

d) National Programs: Proposing, developing and fund raising for programs having a 
national purpose and of a national concern, in consultation with the ASPIRA Associates. These 
national programs shall not include direct service programs to students which is a primary function of 
the ASPIRA Associates, unless agreed to by the respective Associate. Implementation of national 

, Programs may result in formal subcontracting with the ASPIRA Associates. 

e) Financial Assistance: Where appropriate, necessary, and feasible as determined by the 
National Board, the ASPIRA Association's National Office may financially assist an Associate, 
pursuant to Article XII, Intra-Association Financial Transactions, of the By-Laws of the ASPIRA 
Association, Inc. 

f) Research: Identifying, investigating, studying, organizing, generating and disseminating 


information which will impact on issues, policies, and/or programs of national concern to the ASPIRA 
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Association, and assist іп the training, development and research capabilities of those communities 


served. 


8) Coordination and ion Sharing: Coordinati ic and 
resources and furthering the exchange of information among Associates, through facilitated networking 
and training seminars, publications and a regular flow of information on issues of relevance to 
ASPIRA. 

h) Technical Assistance: Providing assistance and training and serving as a resource to (һе 
ASPIRA Associates and to other people, organizations, agencies or movements in furtherance of the 
purposes of the ASPIRA Association, Inc, as needed and agreed upon or upon request. Said 
assistance includes facilitation of the ASPIRA Process in states where the Process is not already being 


implemented; and serving as a iblished Associates in the i ion of the ASPIRA 


Process within their states. 

i) Reporting: Progress reports shall be provided by the National Board to each Associate at 
each National Board of Directors meeting. 

Section 2. Functions and Areas of Responsibilities of the ASPIRA Associates: The ASPIRA 

+ Associates shall function to the fullest extent of their resources in the following areas: 
` a) Advocacy: Espousing points of view concerning issues, problems, and solutions which 

relate to the purposes of the ASPIRA Association. 

b) Local Programs: Proposing, developing and funding programs having a local purpose 
and of local concern, in consultation with the ASPIRA Association's National Office. These programs 


shall include direct service programs to students, which is a primary function of the ASPIRA 
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Associates. 

c) Fund Raising: Soliciting funds from primarily local funding sources. Prior to soliciting 
funds from sources that provide both national and local funding, the ASPIRA Associate and the 
ASPIRA Association's National Office shall consult and collaborate as to the time, manner, and 
presentation of the funding request and as to the distribution of funds in order to maximize the amount 
of funds obtained, and to mutually benefit the ASPIRA Associate and the ASPIRA Association's 
National Office. Information concerning funding shall be exchanged annually among Associates and 
the ASPIRA Association's National Office, including the designation of current and future funding 
sources by each Associate and the ASPIRA Association's National Office. 

d) Research: Identifying, investigating, studying, organizing, generating and 


disseminating information which will impact on issues, policies, and/or programs of local concer, and 


which will assist in the training, and research capabilities of th ities served. 
e) Reporting: Providing to the National Board a biannual report of programs, a yearly 
audited financial statement and other reports deemed necessary by the National Office to enable it to 
_ fulfil its functions and responsibilities. 
f) Тесһпіса! Assistance: Providing assistance and training, and serving as a resource to 


their members and to other people, organizations, agencies or movements in furtherance of the 


purposes of the ASPIRA Association. . 
=) Financial Assistance: Where appropriate, necessary, and feasible as determined by any 


Associate, that particular Associate may financially assist the National Office or any other Associate, 


pursuant to Article ХП, Intra-Association Financial Transactions, of the By-Laws of the ASPIRA 
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Association, Inc. 
ARTICLE IV 
Staff 

Section 1. The Board of Directors of each ASPIRA Associate and the National Board of 
Directors shall have the ultimate responsibility for the hiring of human resources necessary to fulfill the 
mission, goals and objectives of the organization. Each ASPIRA Associate shall have a chief executive 
officer, known as the Executive Director. The ASPIRA Association's National Office shall have a chief 
executive officer known as the President and Chief Executive Officer. “ 

Section 2. The Board of Directors of each ASPIRA Associate shall have the sole responsibility 
for hiring, setting the terms and conditions of employment, and terminating its respective Executive 
Director. The National Board of Directors shall have the sole responsibility for hiring, setting the terms 
and conditions of employment, and terminating the President and Chief Executive Officer.. 

Section 3. The Executive Directors and the President and Chief Executive Officer shall have 
the obligation to cooperate with each other and to share information concerning technical assistance, 
research, programs, advocacy, fund raising, reporting, and administration and finances, in order to 

. further the purpose of the ASPIRA Association. 
ARTICLE V 
Enforcement 

Section 1. Expulsion: These Articles of Association are enforceable by the National Board of 

Directors by expulsion. 


An ASPIRA Associate may be expelled from the ASPIRA Association for violating these 
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Articles of Association. The procedures to govern the expulsion of an ASPIRA Associate are as 
follows: the Board of Directors of the ASPIRA Association on the part of the ASPIRA Associate must 
prepare a report where the alleged violations of the Articles of Association on the part of the ASPIRA 
Associate are stated and supported by documentation. A hearing date shall set where the ASPIRA 
Associate will have an opportunity to present a defense to the allegations presented by the National 
Board of Directors. A hearing date shall be set no later than 90 days from the date of notice. Thirty 
calendar days prior to the set hearing, the Associate must receive copies of the documents which 
delineate violations of the Articles of Association. A vote will be taken at the conclusion of the 
hearing, and the Associate will be removed only if two-thirds of the National Board of Directors vote 
for expulsion. Except as provided in Article II, Section 2A of this agreement, given a two-thirds vote 
of all members of the National Board of Directors, the right of the former ASPIRA Associate to claim 
апу relationship with the ASPIRA Association, the right to use the name "ASPIRA", the "El Pitirre" 
logo, a confusingly similar name, and/or any other registered mark or unregistered mark in which 
ASPIRA Association, Inc. claims a property right, and all financial and other support will cease 
„forthwith. Upon expulsion the right ofthe ASPIRA Associate to be represented on the National Board 
` of Directors will cease forthwith. Subject to Article II, Section 2A of this agreement, the ASPIRA 
Associate agrees promptly upon expulsion to take all steps necessary to follow dissolution procedures 
as prescribed by their own state law and to return other materials bearing the name and the likeness of 
"ASPIRA" and the ASPIRA logo, as well as any other registered marks or unregistered marks in 
which ASPIRA Association, Inc. claims a property right. Subject to Article II, Section 2A of this 


agreement, the National Board of Directors reserves the right to designate or organize another entity to 
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use the name "ASPIRA" and carry out the purpose of the ASPIRA Association in that state or 
geographic area. Upon the expulsion of an ASPIRA Associate, the ASPIRA Associate shall convey 
that real and personal property in its possession to which the ASPIRA Association, Inc. has right and 
title, according to the ASPIRA Associate governing state law. 

Section 2. Disassociation: An ASPIRA Associate may terminate its association with the 
ASPIRA Association upon the presentation to the National Board of Directors of a duly certified 
resolution adopted by a two-thirds (2/3) vote of all members of the Board of Directors of the ASPIRA 
Associate. Adequate advance written notice that the Board of Directors of the ASPIRA Association 
intends to consider disassociation from the ASPIRA Association shall be given to all members of the 
Board of Directors, and to the members of the National Board of Directors. Upon the disassociation 
of an ASPIRA Associate, the right of the former Associate to claim any relationship with the ASPIRA 
Association, the right to use the name "ASPIRA", the “El Pitirre" logo, a confusingly similar name, 
and/or any other registered mark or unregistered mark in which ASPIRA Association, Inc. claims a 
property right, and all financial and other support will cease forthwith. Upon disassociation the right of 
the Associate to be represented on the National Board of Directors will cease forthwith. The Associate 

27 agrees promptly upon disassociation to take all steps necessary to follow dissolution procedures as 
"prescribed by their own state law and to return all other materials bearing the name and the likeness of 
"ASPIRA" and the ASPIRA logo, as well as any other registered marks or unregistered marks іп 
which ASPIRA Association, Inc. claims a property right. The National Board of Directors reserves the 
right to designate or organize another entity to use the name "ASPIRA" and carry out the purposes of 


the ASPIRA Association in that state or geographic area. Upon the disassociation of an ASPIRA 
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Associate, the ASPIRA Associate shall convey that real and personal property in its possession to 
which the ASPIRA Association, Inc. has right and title, according to the ASPIRA Associate governing 
state law. 
ARTICLE VI 
Amendments 
Section 1. Any amendments to these Articles of Association shall first require ratification by по 
less than a three-quarters vote of those present at the National Board meeting, except that any 
amendment to Article V Section 1 and 2 shall require ratification by no less than a two-thirds (2/3) vote 
of all members of the National Board of Directors. Thereafter, any such ratification shall be approved 
by no less than a three-quarters vote of the Associate's Board of Directors, except that Article V 
Section 2 shall require ratification by no less than a two-thirds (2/3) vote of all members of the Board 
of Directors of the ASPIRA Associate prior to adoption. No amendments to these Articles of 
‘Association shall be made except upon thirty (30) days written notification to each Associate of the 
ASPIRA Association, Inc. 
ARTICLE 
Prior Amendments 
Section 1. These Articles of Association shall supersede all other agreements entered into 


between the ASPIRA Association's National Office and the ASPIRA Associates. 
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In witness whereof, the duly authorized representatives of the ASPIRA Associate and the 
ASPIRA Association, Inc., as set forth in the attached resolutions, have hereunto set their hands and 


seals on the day and year set forth below. 


Authorized Representative ASPIRA of 


President 


“Chairperson of the National Board of Directors 
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ASPIRA Association, Inc. 


BY-LAWS 


Approved January 1992. 


Amended January 1993 


*** Amended August 1997 


12/1297 


ASPIRA ASSOCIATION, INC. 


BY-LAWS 


ARTICLE 1 


OFFICES 


The principal office of the Association shall be in D.C. The may 


also have offices at such other places as the National Board of Directors may from time to time 
designate. 

ARTICLE II 

DIRECTORS 


Section 1. Number: The property, business and affairs of the Association shall be managed 


and controlled by the National Board of Directors. Each Associate shall be entitled to be 
represented by two (2) Directors on the National Board. Should a Director representing an 
Associate/Affiliate be removed from the National Board for cause, that ASPIRA Associate/Affiliate 
сап elect among the members of its board, a representative to the National Board of Directors. Тһе 
directors on the National Board of Directors shall consist of the Chairperson of the Board of 
Directors of the ASPIRA Associate, except as set forth above;-and one representative who is a 
student between the ages of eighteen (18) and twenty-five (25) (or between the ages of twenty one 
(21) and twenty eight (28) years of age in those states and Puerto Rico where legal age of 
majority is 21 though this student must be a member of the Associate/Affiliate Board of 


Directors and has received or is receiving ASPIRA services), who is duly qualified to serve as, 


and is a member of, the ASPIRA Associate's Board of Directors. All Directors must be at least 
eighteen years of age and must also qualify as a director of their ASPIRA Associate pursuant to 
relevant local statutes. 

The National Board of Directors may, by a majority vote of its members, include 
representation, with or without vote, of an ASPIRA Affiliate on the National Board of Directors. In 
the event the National Board of Directors votes to include representation from an Affiliate, the 
Chairperson of the Board of Directors of the Affiliate and a student who meets the qualifications set 


forth for student above, would b di ofthe National Board of Directors. 


Section 2. At-Large-Members and Their Terms: In addition to the directors chosen in 
accordance with Section 1 above, the National Board will have seven At-Large directors. Three At- 
Large Directors will be chosen under the circumstance enumerated below in this Section, being the 
Chairperson of the National Board of Directors, the Immediate Past Chairperson of the National 
Board, and the Immediate Past Chairperson of the Student Affairs Committee. Four At-Large 
Directors will be elected by a majority vote of the National Board of Directors at the regular annual 
meeting of the National Board of Directors. The four elected At-Large directors shall have fixed 
terms of 2 years and can be reelected for one additional, fixed, consecutive two-year term, except 
when filling a vacant At-Large position under circumstances described in section 3, below. The 
elected At-Large Directors shall be selected by a majority vote of the National Directors elected by 
the Associates prior to the selection of officers of the National Board. The terms of the elected At- 
Large Directors will be staggered. No more than two elected At-Large directors will be elected in 
any year. There shall not be more than two of the seven At-Large members from any geographical 
area served by any Associate. At-Large Directors shall not be members of any Associate or Affiliate 
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ASPIRA Board of Directors during the time they are serving as Directors of the ASPIRA 
Association, Inc. 

In the event the Chairperson of the National Board is chosen from the representatives of any 
Associate, he/she shall resign that position as a representative of his/her Associate on the National 
Board and shall occupy the position of At-Large Director while he/she remains Chairperson. Under 
those circumstances, his/her Associate shall be entitled to elect another representative to the 
National Board. 

Further, in the event the Chairperson of the National Board is not a representative of any 
Associate, an At-Large Director shall be elected by the National Board for one year. 

Further, in the event the Chairperson of the Board of the ASPIRA Association, Inc. during 
the twelve months following the end of his/her term as that Chairperson, does not otherwise remain 
a member of the ASPIRA National Board of Directors, he/she shall remain a member of the 
National Board of Directors of the ASPIRA Association, Inc. for an additional twelve months as an 
At-Large Director (as Immediate Past Chairperson) unless he/she was terminated for cause from 
his/her position as Chairperson of the ASPIRA Association 

Section 3. Vacancies: In case any vacancy on the National Board of Directors shall occur 
through death, resignation, disqualification, incapacity, or any other cause, the vacancy shall be 
filled by the Board of Directors of the Associate or Affiliate represented by any such member on the 
National Board creating the vacancy for the unexpired portion of the term at any annual meeting, 
regular meeting, or special meeting held for that purpose. In the case of a vacancy of any position of 
an At-Large member on the National Board, such vacancy shall be filled, for the unexpired portion 
of the term, by a majority vote of the Directors on the National Board. 
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Section 4. Effect of Death, Resignation, or Removal: АЙ rights, powers, privileges and 


responsibilities of any Board member shall cease upon his/her death, resignation, or removal 


ARTICLE Ш 
MEETINGS 

Section 1. Annual Meeting: There shall be an Annual Meeting held between June 1 and 
August 31 when a report will be rendered by the National Executive Director of the past year's 
activities, elections of At-Large members will be held and vacancies, if any, will be filled on the 
National Board of Directors. Elections of officers of the National Board of Directors shall also take 
place at the Annual Meeting. 

Section 2. Place of Meeting: Meetings of the National Board of Directors of the 
Association, are to be held at its principal office, or at such other place as may be designated by the 
National Board of Directors. 

Section 3. Meetings: Meetings of the National Board of Directors shall be held at least two 
(2) times a year. 

Section 4. Notice of Meeting: Meetings of the National Board of Directors may be held 
upon written notice to each Director not less than five (5) days nor more than twenty (20) days 
before such meeting, 

Section 5. Voting: At all meetings of the National Board of Directors each Director shall 
have one (1) vote, and, except as otherwise provided by these By-Laws, by statute, or by Robert's 
Rules of Order, the act of a majority of the Directors present at a meeting at which a quorum is 
present shall be the act of the National Board of Directors. Voting by means of a proxy shall be 
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permitted. However, a proxy vote shall not be entrusted to an Executive Director, staff or 
employee of the ASPIRA National Office or Associates/ Affiliates. One person cannot have 
more than one vote, unless they have been entrusted with a proxy. No one person may have 
more than one proxy. A proxy vote shall be entrusted to any Associate/Affiliate or National 
Board member. Members who will entrust a proxy must notify the Chair in writing prior to the 
meeting at which the proxy will be executed. 

Section 6. Quorum and Adjournments: A majority of the members of the National Board of 
Directors then holding office shall constitute a quorum for the transaction of business. 


Section 7. Order of Business: The Order of Business shall be as follows at all the meetings 


of the National Board of Directors and all Committees , unless otherwise determined by the Board: 


Calling of the Roll 


ы 


Proof of Notice of Meeting or Waiver of Notice 


w 


Reading of Minutes 


4. Receiving Communications 


m 


. Reports of Officers 


6. Elections of Officers and New Members. 


x 


Reports of Committees 
8. Unfinished Business 
9. New Business 

Section 8. Consent in Lieu of Meeting: Any action required or permitted to be taken at any 


meeting of the National Board of Directors, or of any committee thereof, may be taken without a 


meeting if all members of the Board or committee, as the case тау be, consent thereto іп writing 
and the writing or writings are filed with the minutes of proceedings of the Board or committee 


Section 9. Removal: Failure of a Director to attend two (2) consecutive meetings of the 


National Board of Directors where notice has been provided in accordance with Article III, Section 
4, may result in the termination of membership on the Board upon the majority vote of all members 
of the National Board of Directors, However, if а director is represented at the meeting by proxy, 
said absence will not constitute a failure of the Director to attend that meeting. 

Further, a director on the National Board of Directors, may be removed for cause by the 


affirmative vote of two-thirds (2/3) of all members of the National Board of Directors. 


ARTICLE IV 
e OFFICERS 
Section 1. Number: The officers of the National Board shall be: 
1. Chairperson 
2. Vice-Chairperson, Program 
3. Vice-Chairperson, Finance 
4. Vice-Chairperson, Personnel 
5. Secretary 
6. Treasurer 
Section 2. Election and Appointments: All officers of the National Board shall be elected 
annually by the National Board of Directors at the Annual Meeting. Officers shall continue to hold 
office during the year at the discretion of the National Board of Directors. Vacancies may be filled 
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at апу meeting of the Board. The Board may appoint such other officers, agents and employees as it 


shall deem necessary, who shall serve at the discretion of the Board and who shall have such 


authority and shall perform such duties as may, from time to time, be prescribed by the Board. 


Section 3. Duties of Officers: 


(а) 


©) 


©) 


Chairperson of the Board: The Chairperson shall preside at all meetings of the 
Executive Committee, the National Board of Directors, and at the Annual Meeting, 
and shall present a report on the state of affairs of the Association. He/she shall be an 
ex-officio member of all committees except the Nominations Committee. He/she 
shall appoint, from time to time, special committees from the National Board of 
Directors to act upon such matters as he/she shall designate. He/she shall enforce 
these By-Laws and perform all duties required by the position and By-Laws. 
Vice-Chairperson, Program: During the absence or inability of the Chairperson to 
render and perform his/her duties or exercise his/her powers, as set forth in these By- 
Laws, the same shall be performed and exercised by the Vice-Chairperson in charge 
of Program and when so acting, he/she shall have all the powers and be subject to all 
the responsibilities hereby given to or imposed upon the Chairperson. The Vice- 
Chairperson in charge of Program shall perform such duties as are necessary for the 
program, planning and evaluation of the Association in conjunction with staff. 
Vice-Chairperson, Finance: During the absence or inability of the Chairperson and 
Vice-Chairperson of Program to render or perform the duties of the Chairperson or 
exercise his/her powers as set-forth in these by laws, the same shall be performed 
and exercised by the Vice-Chairperson in charge of Finance, and when so acting, 
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he/she shall have all the powers and be subject to all the responsibilities hereby 
given to or imposed upon the Chairperson. The Vice-Chairperson of Finance shall 
also perform such duties as may be necessary to conduct the fund-raising activities 
of the Association in conjunction with staff. 

(d) Vice-Chairperson, Personnel: The Vice-Chairperson for Personnel shall coordinate a 
yearly evaluation of the Executive Director and assist in the personnel matters of the 
Association as needed. 

(e) Secretary: The Secretary shall keep the minutes of the meetings of the National 
Board of Directors and of the membership in appropriate books. He/she shall serve 
all notices of the Association and shall be custodian of the records and of the Seal of 
the Association and shall affix the latter when required. He/she shall present to the 
National Board of Directors at their regular meetings, all communications addressed 
to him/her officially by the Chairperson or any officer of the Board. He/she shall 
perform such other duties as the Chairperson may direct. 

(f) Treasurer: The Treasurer shall have the care and custody of and be responsible for 
all funds and securities of the Association. He/she shall keep or cause to be kept 
accurate cash, check, bank, and other necessary and proper books of accounts. 
He/she shall perform such duties and exercise such powers as the National Board of 
Directors, or in connection with the management of the Association, as the 
Chairperson may, from time to time, prescribe. 

Section 4. Resignations: Any officer may resign at any time in writing by notifying the 

Chairperson or the Secretary of the National Board of Directors of the Association. Such 
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resignation shall take effect at the time herein indicated. Unless otherwise specified, the acceptance 
of such resignation shall not be necessary to make it effective. 
Section 5. Vacancies: Vacancies in any office may be filled by the National Board of 


Directors at the annual meeting, the regular meeting, or any special meeting. 


ARTICLE V 
EXECUTIVE COMMITTEE 

Section 1. Constitution: There shall be an Executive Committee composed of the 
Chairperson of the Board, Vice-Chairperson for Program, Vice-Chairperson for Finance, Vice- 
Chairperson for Personnel, Treasurer, Secretary of the Association, and the person who served as 
Chairperson of the Board of the ASPIRA Association during the twelve months following the end 
of his/her term as said Chairperson. In the event these officers do not collectively represent all 
Associates, the Chairperson of any Associate not represented shall become a member of the 
Executive Committee. At least one member of the Executive Committee shall be a student 
representative. The National Board of Directors shall fill any and all vacancies in the Executive 
Committee to serve in the temporary absence or disability of Associate boards' members and to 
ensure that all Associates are represented on the Executive Committee. Such designation or such 
appointment of an alternate member of said committee may be removed, at any time, by the 
National Board of Directors. 

Section 2. Powers: The Executive Committee shall have and may exercise, so far as may 
be permitted by law, all the powers of the National Board of Directors in the management of the 
property and affairs of the Association in the intervals between meetings of the Board, shall act in 
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such intervals as the governing body of the Association, and shall have the power to authorize the 
seal of the Association to be affixed to all papers which may require it 

Section 3. Organization, Meetings, etc.: The Chairperson of the Board shall be Chairperson 
of the Executive Committee, and he/she shall appoint a Secretary of the meetings of the Executive 
Committee. In the absence of any such Chairperson of the Executive Committee at any meeting of 
the Executive Committee, the Vice-Chairperson for Program shall be the Chairperson of the 
meeting and in his/her absence the Vice-Chairperson for Finance shall be Chairperson of the 
Executive Committee. The Executive Committee may adopt rules governing the time of, and or 
method of calling and/or of, holding its meetings and may also adopt rules governing the conduct of 
its affairs provided that meetings of the Executive Committee may be called by the Chairperson or 
his/her substitute, as provided in Article IV, Section 3, (b) and (c), or a majority of the members of 
the Executive Committee. 

The Executive Committee shall keep a record of its acts and proceedings and shall report 
thereon to the National Board of Directors. 

Section 4. Quorum and Manner of Acting: A majority of the Executive Committee shall 
constitute a quorum for the transaction of business, and the act of a majority of those present at a 


meeting at which a quorum is present shall be the act of the Executive Committee. 


ARTICLE VI 
STANDING COMMITTEES 
Section 1. Constitution and Powers: The National Board of Directors may, by resolution, 
establish standing committees to study, plan, administer, or otherwise be concerned with specific 
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projects which the Association shall undertake and, to the extent permitted by law, may delegate to 
any such committee, such lawful powers as the National Board of Directors shall determine. 
Committee appointment, and the filling of any and all vacancies on any standing committee, shall 
be made as the National Board of Directors may determine. Any member of any standing 
committee may be removed, with or without cause, at any time, by the National Board of Directors. 

Section 2. Organization, Meeting, etc.: The National Board of Directors of the Association 
shall designate the Chairperson of any standing committee and/or the Secretary thereof. In the 
absence of the Chairperson of the standing committee and/or the Secretary, at any meeting of a 
standing committee, the committee shall appoint a Chairperson or Secretary at the meeting, as the 
case may be. Each standing committee may adopt rules governing the time of, and/or method of 
calling and/or of holding its meetings and may also adopt rules governing the conduct of its affairs. 
Each standing committee shall keep a record of its acts and proceedings and shall report thereon to 
the National Board of Directors. 

Section 3. Quorum and Manner of Acting: A majority of the members of any standing 
committee shall constitute a quorum for the transaction of business, and the act of a majority of 
those present at a meeting at which a quorum is present shall be the act of each committee. 

Section 4. Student Affairs Committee: Notwithstanding Sections 2 and 3 above, a Student 
Affairs Committee will be established as a Standing Committee of the Board of Directors. The 
Student Affairs Committee will be composed of all the student representatives on the National 
Board of Directors. 

The Student Affairs Committee will elect, among its members, a Chairperson, a Vice- 
Chairperson, and a Secretary for a term of one year at the Annual meeting of the Board of Directors. 
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The Student Affairs Committee may adopt rules governing the time of, and/or method of calling 
and/or of holding its meetings and shall keep a record of its acts and proceedings. 

The Student Affairs Committee will be responsible for identifying, reviewing, and making 
recommendations to the National Board of Directors on issues that affect students and student 
participation on the National Board of Directors. 

Section 5. Nominations Committee: Notwithstanding Sections 2 and 3 above, a 
Nominations Committee will be established as a Standing Committee of the National Board of 
Directors. The Nominations Committee will nominate candidates annually for officers of the 
National Board of Directors, and candidates for elected At-Large members. The members of the 
Nominations committee will be appointed by the Chairperson of the National Board of Directors, 
who cannot be a member of the Committee. The Nominations Committee will operate in 
accordance with Section 2 and Section 3 above and any provisions approved by the National 
Board of Directors. 

Section 6. Temporary Committees: The Chairperson of the National Board of Directors 
shall be authorized to appoint temporary committees to report on any problems that the Association 
may desire or need to study. 

ARTICLE УП 
ASPIRA ASSOCIATION, INC. 
NATIONAL OFFICE STAFF 

The National Board of Directors shall appoint a President and Chief Executive Officer. The 
President/Chief Executive Officer (CEO) shall function as the chief operating officer of the 
Association and, subject to the control of the National Board of Directors, shall perform all duties 
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customary to that office and shall supervise and control all of the affairs of the Corporation in 
accordance with policies and directives approved by the National Board of Directors. Further, the 
President/CEO shall: 


Section 1. Technical Assistance and Research: Provide technical assistance to each of the 


and, where iate, to other agencies, organizations, or groups consistent 
with the purposes of the Association. With the approval of the National Board, the President/CEO 
shall develop and implement research projects, which identify, investigate, organize, and 
disseminate information which affects the issues, policies, and/or programs of national concern to 
the Association. 

Section 2. Advocacy: Articulate the Association's position on issues, problems, and 
solutions of both national scope and effect. In performing this duty he/she shall consider and 
respect the diversity of local concems and interests represented by the ASPIRA 
Associates/A ffiliates. 

Section 3. Joint Programs: With regard to those programs which involve on-going 
collaboration among and between ASPIRA Associates/Affiliates and the National Office, the 


‘President/CEO, through with the i shall plan, develop, 


seek funding, monitor implementation, evaluate, report and act as the responsible fiscal agent for 
such joint national programs as will be established. For these purposes he/she will establish the 
necessary administrative contractual and other practices that will ensure the successful performance 
of such programs. The delivery of such programs will be the primary function of the 


Associates/Affiliates. 


Section 4. Fund Raising: Oversee the funding of approved National and Joint National 
Programs, which is the function of the National Office. It is also the function of the President/CEO 
to maximize the procurement of funds from national funding sources, He/she shall coordinate, 
through consultation, collaboration and the annual exchange of information with the 
Associates/Affiliates, the strategy for such fund raising. 

In case of disagreement with regard to program development between or among the 
National Office and any Associate/Affiliate, or between or among any Associates/Affiliates, the 
President/CEO is authorized to resolve through mediation such disputes. In the event a resolution is 
not achieved, any affected Associate or the President/CEO may place the disagreement at any time 
before the National Board for determination, or in lieu thereof, to the Executive Committee. 


Section 5, Financial Assistance: Upon to and approval of the National 


Board, be for the i ion and of national Monies to the 


Associates/Affiliates. He/she will also submit plans for approval to the National Board for 
implementing financial assistance to the National Office from Associates/Affiliates sources. 


Section 6. Reporting: Be responsible for securing, coordinating and presenting the 


quarterly reports and other reports necessary by the National Office to enable it to fulfill its 


responsibilities. 
Section 7. Other Functions: Perform such duties as are assigned by the National Board, or 

such other functions which are consistent with the Articles of Association and these By-Laws. 
Section 8. Staff: Be responsible for hiring and supervising a National Office staff to assist 


him/her in carrying out his/her duties. 


Section 9. Other Powers: Execute on behalf of the Association contracts, leases, debt 
obligations and all other forms of agreements or instruments, whether under seal or otherwise, 
permitted by law, the Articles of Incorporation and these By-laws; except where such documents 
are required by law to be otherwise signed and executed, or where the signing and execution thereof 
shall be exclusively delegated to some other officer or agent of the Corporation. 

Section 10. National Presence: Enhancing the national visibility of the Association by 
disseminating ASPIRA's research and program accomplishments, and by participating in coalitions 
with other national organizations working in areas of interest to ASPIRA. 


Section 11. Coordination and Sharing: Coordi and 


organizational resources and furthering the exchange of information among Associates/Affiliates, 


through facilitated networking and training seminars, publications and a regular flow of 


on issues of relevance to ASPIRA. 


ARTICLE ҮШ 
COUNCIL OF EXECUTIVE DIRECTORS/PRESIDENTS 
Section 1. Constitution: Тһе Executive Director/Presiden/CEO of each ASPIRA 
Associate, and Affiliate with representation on the National Board of Directors, and the 
President/CEO of ASPIRA Association, Inc. shall comprise the Council of Executive Directors/ 


Presidents 


Section 2. Purpose: In coordi the planning, and i of 
matters of national concem and interest, the President/CEO of the ASPIRA Association shall 
consult and seek the advice of the Council of Executive Directors/Presidents. 
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Section 3. Organization, Meetings, etc.: The President/CEO of the ASPIRA Association 
shall be the Chairperson of the Council of Executive Directors/Presidents, The President/CEO of 
the ASPIRA Association may convene a meeting of the Council of Executive Directors/Presidents 
or the designees of its members upon written notice to each member not less than five (5) days nor 
more than (20) days prior to the date upon which the meeting is to be held. Unless otherwise 
indicated by the written notice, all such meetings shall be held at the National Office of the 
Association. Apart from convening meetings, if any, of the Council of Executive Directors/ 
Presidents, President/CEO of the ASPIRA Association shall consult with the Council quarterly and 


more frequently if necessary. 


ARTICLE IX 
ANNUAL REPORT 
At each annual meeting, the National Board of Directors shall present a report, in 


accordance with the provisions of the Law. 


ARTICLE X 
WAIVER OF NOTICE 
Any meeting of members, directors, or committees and any action otherwise properly taken 
thereat shall be valid if notice of the time, place and purposes of such meeting shall be waived in 
writing before, at, or after such meeting, Maximum efforts shall be made to notify all members of 
the National Board telephonically or otherwise in the event written notice is not given in accordance 


with Article Ш, Section 4. 


АВТІСІЕ ХІ 
ADMINISTRATIVE PROCEDURES 
Section 1. Negotiable Instruments: Checks, promissory notes and other instruments for the 
payment of money shall be signed by such person or persons as may, from time to time, be 
designated by the National Board of Directors. 
Section 2. Real Estate and Property: In the event that an Associate takes steps to dissolve, it 
is understood that, as part of the National ASPIRA movement, said Associate/Affiliate shall convey 


its real estate and personal property to the ASPIRA Association, Inc. 


ARTICLE ХП 
INTRA-ASSOCIATION FINANCIAL TRANSACTIONS 

Procedures for intra-association financial transactions described under this Article shall 
govern any financial transactions between and among an individual Associate/Affiliate and the 
ASPIRA Association, Inc., National Office and between and among the Associates/Affiliates. 

Section 1. Purchase of Goods and Services: The purchase of goods and services shall be 
evidenced through a purchase order or memorandum signed by the President/CEO of the 
Associate/Affiliate requesting the goods or services. 

Section 2. Intra-Association Program Finances: Programs which аге to be implemented by 


one or more Associates/Affiliates and the National Office shall be evidenced by a contract signed by 


the "s Executive Ой 'EO and the President/CEO of the ASPIRA 


Association. 


Section 3. Ш Loans and/or Gi tees: Loans between опе ог more 


Associates/Affiliates and the National Office shall be evidenced by a loan contract which shall 
require the signatures of the executive directors/presidents and treasurers of the parties to the 
contracts. Financial transactions need the approval of the Boards and signatures of the Chairs and 
Executive Directors/Presidents of both parties. 

Section 4. Other Financial Transactions: All other financial transactions shall be evidenced 
by a memorandum of understanding signed, at a minimum, by the Executive Directors/Presidents of 
the contracting parties, if the term of the contract is less than one year, and also the treasurers, if the 


term is one or more years. 


ARTICLE XIII 
CORPORATE SEAL 
The seal of the Association shall be in such form as may, from time to time, be adopted by 


the National Board of Directors. 


ARTICLE XIV 
FISCAL YEAR 
Until changed by resolution of the National Board of Directors, the fiscal year of the 


Association shall be from July 1 through June 30. 


ARTICLE ХУ 
AMENDMENTS ТО BY-LAWS 
These By-Laws may be amended, supplemented or replaced, from time to time, by a 
majority of all members of the National Board of Directors, except that any amendment to Article 
Ш Section 9 shall require ratification by no less than a two-thirds (2/3) vote of all members of the 


National Board of Directors. 


Corrected on December 12, 1997 


^ ебетрег, 1997 
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benefit from this power, as money leaves ће community, rather than being invested in 
the community. 


Political realities have also changed drastically, deeply affecting social and 
economic policies that are already having a dramatic impact on our communities. Equity 
and inclusion are no longer viewed by a growing number of Americans as a legitimate 
rationale for social intervention, threatening programs that we had taken for granted and 
which have been critical to whatever little progress we have made, such as Affirmative 
Action, Bilingual Education and social assistance. Racism is on the raise, and Latinos 
have been affected dramatically by a growing anti-immigrant sentiment 


The demographics in and outside our communities in the U.S. have also changed 
dramatically. In our communities, we now have a second, third and even fourth 
generation of Puerto Ricans and Latinos -born and raised in our cities- who have very 
different values and who face a host of very different challenges, than those of the 50%, 
60% and 70%. The Latino community has grown significantly in numbers and, more 
importantly, it has become increasingly diverse in a mix of people of Puerto Rican, 
Mexican, Cuban, Central and South American and Dominican descent. This new mix of ^" 
Latinos -of a growing numbers of Latinos with different cultural, historical and economic 
backgrounds- challenges our traditional notions of community, culture, and of solutions 
to our community problems. 


And, as with the economy, politics, and our communities, our community 
organizations have also changed. ASPIRA, which has at times struggled to survive over 
the years, now has almost four decades of organizational development, experience and 
history on which to build. It has an extensive organizational infrastructure, thousands of 
ASPIRANTES it has served and considerable influence, visibility and respect in cities 
where we operate. Moreover, it has national presence ~and a national responsibility 
ASPIRA has become one of the main Puerto Rican -in fact, one of the main Latino 
national organizations in the country. More than an organization, ASPIRA has become 
а national movement. It has the national prestige and recognition -within and outside 
our communities in each of it states, as well as nationally- that few other Latino 
organizations enjoy. With it, and through its decades of strong advocacy for our youth, it 
has gained power and influence to shape policy and to secure funding, 


In this drastically new and constantly changing context -the new economic and 
political realities, the condition of the Puerto Rican and Latino community, and our own 
organizational capabilities- it is more important than ever before that ASPIRA, as an 
Association, revisit its purpose and mission. It is critical that we engage in an 
Association-wide process of self analysis and that it set the goals, objectives, and 
Program strategies, to ensure that ASPIRA remains a viable, effective instrument for 
furthering the social and economic development of the Puerto Rican and Latino 
community. It is imperative that it have a clear vision, a strategic direction and long and 
short-term approaches to guide our efforts. 


Strategic Plan 1998-2003 
page 5 


ASPIRA 


Associates, and to build an Association-wide consensus regarding the national 
direction and national goals and strategies of the Association. The role of the 
National Office is to compile the results of this process and to develop a plan 
to: a) support the development of each Associate based on the Association’s 
national goals and objectives and each Associate’s individual plans; and b) 
implement strategies that are national in scope to meet the goals of the 


Association. 
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Strategic Plan of the ASPIRA Association 
1998-2003 


INTRODUCTION 


This Strategic Plan is a guide for the planning and development of the ASPIRA 
Association -the ASPIRA Associates and the National Office- for the next five years. It 
includes the Basic Principles of the Association, the Mission Statement of the 
organization -as reviewed and reaffirmed by the National Board of Directors- the general 
Goals for the Association, and a section of Objectives and Initiatives: 1998-2003. The 
Objectives and Initiatives section is divided into: Major Initiatives: 1998-2003, and a 
section on Strengthening and Expanding Current Initiatives. Each sub-section includes 
the overall objectives and the general strategies and activities to be implemented. 


As stated above, the purpose of this Strategic Plan is that it serve as a guide for 
ASPIRA Associates. Each ASPIRA Associate must determine the program and 
organizational direction it will take, the specific initiatives to be implemented over the 
next five years, a well as it priorities for developing these. Each will base its individual 
plans on its own circumstances and history, social and economic trends, the needs of their 
specific communities and of the youth they serve, and on their organizational capacity — 
including resources available. However, based on a consensus of the Association, the 
following initiatives provide a general framework within which each Associate will 
develop their plans and priorities 


The National Board of Directors hopes that this Strategic Plan will be useful to 
the ASPIRA Associates in developing state-wide and local ASPIRA plans 
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Awareness and analysis, however, are not sufficient. Action must follow. Youth must 
not only be able to chart course of action, but must engage actively in implementing 
solutions. This is an active process in each of its stages that builds, first and foremost, on 
self-reliance on what youth can do for themselves first. It is an active process that applies 
equally to individual development as to social action. In this process, ASPIRA assists, 
supports and nurtures youth, providing educational opportunities, guidance and 

validation. 


These three basic elements -awareness, analysis, and action- are the core of a 
process that every ASPIRANTE must pursue. 


The ASPIRA Association therefore reaffirms its belief that the ASPIRA 
Process of leadership development is central to the full development of leadership of 
Puerto Rican and Latino youth, and must remain ASPIRA’s core strategy. 


The ASPIRA Clubs 


ASPIRA also reaffirms its belief that the core mechanism for bringing together 
our youth and for providing them with the opportunity to develop their leadership 
potential, are the ASPIRA Clubs. The ASPIRA Clubs -organized in schools and led by 
the youth themselves- have been the center of ASPIRA activities since its inception. 
They have proven a highly effective way of organizing youth and promoting the 
development of the personal traits and values, and academic leadership skills that should 
be expected of each ASPIRANTE. 


The ASPIRA Association reaffirms that the ASPIRA Clubs are, and will remain, 
central to all ASPIRA activities, and that promoting and supporting the ASPIRA 
Clubs will continue to be a core activity of ASPIRA. 
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MISSION 


Based on this philosophy, the ASPIRA Association has defined its mission as 
follows: 


MISSION STATEMENT 


0 empower and 10 promote the development of the Puerto 
Rican and Latino community through education and. the 
_ leadership development of its youth = 


caren 


The ASPIRA Association will enhance the Puerto Rican and Latino community 
by developing and nurturing the leadership, intellectual, and cultural potential of its youth 
зо that they may contribute their skills and dedication to the fullest development of the 
Puerto Rican and Latino community everywhere. 
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GOALS OF THE ASPIRA ASSOCIATION 


ASPIRA, as a movement organized in six states and Puerto Rico, with deep roots 
in these communities, is unified in its commitment to a common set of primary 
Association goals to meet its mission. The overriding theme of these goals, based on the 
Association’s mission, is the empowerment and development of the Puerto Rican and 
Latino community through educational excellence and leadership development of youth. 


The goals of the ASPIRA Association provide the basic framework for all the 
programs and activities of each member of the ASPIRA family. To achieve these general 
goals, each Associate plans and implements programs and activities that are appropriate 
to the conditions, needs, and resources in each of the communities they serve. 


These Goals are: 


> To develop the leadership potential of Puerto Rican and other Latino youth by 
encouraging them to become aware of the socio-economic and political 
conditions, needs, and potential of their community, and by fostering a 
commitment to dedicate their full talents and skills towards the further 
development of the Puerto Rican and Latino community. 


v 


To motivate, orient and assist Puerto Rican and other Latino youth in their 
personal, intellectual, cultural, and educational development, through: a) the 
provision of extensive academic and career counseling; b) high quality in- 
school and after-school educational programs; c) leadership skills 
development; and d) family and community involvement. 


v 


To increase access of Puerto Rican and Latino youth to quality education and 
leadership development, through educational and policy research, national and 
local demonstration programs, and local, state and national advocacy. 
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Objectives and Initiatives: 1998 — 2003 


Five Major Initiatives: 

Entrepreneurship, ASPIRA Schools, ASPIRA Alumni, Strategic 

ications and Tech Funding and Financial Stability; and 
Organizational Development 


Over the next five years, ASPIRA’s efforts will be directed at: 


* strengthening and expanding, were possible- those programs and services that 
continue to meet the ASPIRA’s goals and strategic objectives, and that have 
proven effective; 

enhancing ASPIRA's advocacy on behalf of youth and our communities, 
existing initiatives that have proven to be effective and that continue to meet 
ASPIRA's goals and objectives; and 

* developing new major initiatives 


ASPIRA will develop six new major initiatives over the next five years. These will 
be overriding themes in the strategic development of the Association and of the ASPIRA 
Associates and a major focus of its activity. These initiatives are: 


A New Leadership Initiative: Entrepreneurship in the Puerto Rican and 


Latino C. ity - Youth E ip and Oi Self- 
Sufficiency; 


ind ing of ASPIRA 


ions; 


қ ion à 
Schools/Educational Institui 


Development of ASPIRA Alumni Associations; 


* Strategic С; ications, Positioning, Visibility and C. 
Technology Ini ; 
* Strategic Organizati pment Through 
Systems Е and and 


* Increased Funding and Financial Stability 


These major initiatives and the strengthening of current programs -especially of 
core programs such as public policy leadership development and the ASPIRA Clubs, 
counseling, academic programs, family involvement, and advocacy, as well as the major 
initiatives- will involve significant developments in the area of fund-raising. In fund- 
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raising, ASPIRA will expand its income to deliver programs and services and for 
operating support by: 


expanding foundation and government sources; 
increasing corporate support for program and general operations; 
moving forcefully into individual giving; and 

generating income through internal entrepreneurship (development of 
businesses) 


A New Leadership Initiative: Entrepreneurship in the Puerto Rican and Latino 
Ci ity – Youth ip and О izati Self- i 


ASPIRA is committed to the development of a New Leadership in the Puerto 
Rican community. This is a new type of leadership that, through its entrepreneurship, 
сап generate wealth within the community, that will reinvest in the community to foster 
the economic and social development of the community. It is also a new type of 
leadership in our organizations. ASPIRA is committed to developing leaders of our 
community organizations -including ASPIRA- that will lead their organizations to self- 
sufficiency through social entrepreneurship. 


This new initiative, spearheaded by ASPIRA founder, Dr. Antonia Pantoja, was 
launched at the 1997 ASPIRA National Conference. 


General Objective 


The overall goal of this initiative is to promote the economic development of the 
Puerto Rican and Latino through the pment of a new i 
leadership in the Puerto Rican and Latino community -that is motivated and prepared to 
develop wealth in the community and to invest this wealth in, and for the benefit. of, the 
community- beginning with the development of young Puerto Rican and Latino 
entrepreneurial leaders. 


Strategies and Activities 


The New Leadership Initiative will involve programs and services that each 
ASPIRA Associate (and the National Office) will develop -based on their resources, 
priorities and special conditions- in two areas: 


Youth Entrepreneurial Skills Development - ASPIRA will develop programs and 


services to provide Puerto Rican and other Latino youth with the motivation, 
skills and tools to become socially responsible entrepreneurs, committed to the 
economic development of their communities. These will include programs to 
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expose youth to entrepreneurship, Latino entrepreneurs and to corporate 
environments, 

train youth on entrepreneurship, providing entrepreneurial skills; 
mentoring programs with successful entrepreneurs; 

Programs to provide youth with seed capital to start their own business; 
and 


develop ips with dary education ions to 
increase the number of Puerto Rican and Latino youth obtaining academic 
degrees in areas related to economic development 


ASPIRA will develop collaborations with local, state and national organizations, 
such as Latino youth entrepreneurship programs, Youth Ventures, Inroads, and 
Junior Achievement, to: a) jointly revise, develop and implement youth 
entrepreneurship training curricula for ASPIRANTES, b) seek sources of seed 
capital for youth; and c) place youth with entrepreneur mentors. 


These programs may be developed as new initiatives, operated through the 
ASPIRA Clubs, or operated in ASPIRA schools 


Social Entrepreneurship - ASPIRA will develop income-generating activities 
(businesses) to achieve financial self-sufficiency. These initiatives may include. 


marketing of ASPIRA products and services; 
production and marketing of new products and services; 
operating businesses as a non-profit organization; and 
development of for-profit ventures 


ASPIRA will also develop a social entrepreneurship leadership program to 
develop cadres of social entrepreneurs within ASPIRA first, and later, among 
other non-profit Latino organizations in the communities served by ASPIRA. 
This initiative will be geared at developing a new non-profit entrepreneurial 
leadership who can develop entrepreneurial initiatives for their organizations 


This new leadership initiative at ASPIRA is not intended to supplant ASPIRA 5 
historical commitment to develop leaders among our youth in areas of public policy, 
education, and community service. Rather, it will supplement and expand ASPIRA 's 
leadership development focus. 


Establi: ion and ing of ASPIRA 
Institutions 


Within the context, mission, priorities and resources of each ASPIRA Associate, 
ASPIRA will move forcefully in the area of operating formal regular, alternative and 
Charter schools or post-secondary institutions. Operating schools is not new for 
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ASPIRA. ASPIRA of Illinois has operated an alternative school for over a decade and 
ASPIRA of Florida has operated an alternative school for several years. However, as a 
major focus of development for the Association, this is a new movement within ASPIRA. 


This movement -both in strengthening existing schools and starting new ones- 
will be very much determined by the school reform movement on the one hand, and the 
major attacks on education equity (i.e., bilingual education, affirmative action, language 
rights, and school financing) on the other. 


General Objective 

The overall objective of ASPIRA’s school initiative -and of its schools- is that 
every student in an ASPIRA schools will: a) attain the knowledge and skills necessary to 
meet high academic standards that will enable them to successful advance in the studies; 
b) develop their leadership potential to the fullest and be committed to service to their 
community; and c) be aware, knowledgeable, and proud of their Puerto Rican and Latino 
heritage. 


Strategies and Acti 


ASPIRA will; 


) strengthen and expand (if feasible) current ASPIRA schools in Illinois and 
Florida, either through expanded enrollments or establishment of new school 
sites; 

b) support the development of new schools in New York and Pennsylvania, and, 

с) where viable, organize new schools (under various arrangements) in other 
cities. 

The overriding focus of this initiative will be to reach larger numbers of Puerto 

Rican and Latino students, and to ensure that a// students at ASPIRA schools meet the 

new high academic standards that are being required across the country through: 

a) rigorous course-work; b) access to high quality teachers and instructional practices; 

с) access to high quality educational resources, including computers and others 

B А and e) motivati RT 


d) extensive 
enrichment activities. 


One other factor in the development of ASPIRA’s schools that is critical and 
unique to ASPIRA is the ASPIRA Process. ASPIRA is committed to utilize and integrate 
the ASPIRA Process throughout the educational experience. 


The ASPIRA School initiatives will focus on exposing all students extensively to 
gy and infusing y as an instructional tool throughout the curriculum. 
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A significant part of this initiative will be to further enhance ASPIRA’s capacity 
to document and systematically evaluate the progress of their schools. This will require 
i of sound i ion systems and on-going school 
monitoring and evaluation. ASPIRA will also increase efforts to disseminate information 
about ASPIRA schools to enhance their visibility nationally, through ASPIRA's 
communications initiative (see below) 


ASPIRA will support the strengthening and expansion (if feasible) of the 
Alternative schools operated by ASPIRA of Illinois and ASPIRA of Florida. ASPIRA 
will also support the development of new schools already being established Бу ASPIRA 
of Pennsylvania (Charter) and ASPIRA of New York (regular). ASPIRA will also 
encourage and support other Associates to explore the feasibility of establishing schools 
in their states and will move towards developing these schools. ASPIRA will engage in 
the following activities over the next five years: 


extensive exchange of information and expertise among the Associate offices 
and among the schools themselves, including on-going exchanges of teachers 
and administrators; 

revision, development and exchange of curriculum and curriculum materials; 
extensive, on-going professional development of ASPIRA teachers on 
standards, curricula, leadership development, the ASPIRA Process, and new. 
instructional strategies, including extensive training on the use of technology; 
on-going exchange of information among teachers, counselors and 
administrators of all the Associates through Association wide technology; 
focusing of current and new out-of-school enrichment programs on the school 
populations; 

identification of sources of support for the schools, with a special emphasis on 
funding for facilities and technology; 

exchange of. ion on school and on-going 

development of school administrators; 

development and exchange of model documentation and evaluation designs 
and management information systems. 


Each Associate engaged in the strengthening, expansion or development of new 
schools will carry out these activities based on their local environments, needs, priorities 
and interests. Therefore, for example, these schools may have special themes, such as 
public policy, ір, ity service, ics and science or others. 
ASPIRA will support these initiatives. In addition, it will build a body of documentation 
and evaluation of these initiatives so they can be shared within and outside (where 
appropriate) the Association. 
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Development of ASPIRA Alumni Associations 


ASPIRA will move to develop the ASPIRA Alumni Association as a means of. 
involving ASPIRANTE Alumni with ASPIRA and with youth leadership development and 
in community service; enhancing awareness of ASPIRA nationally; and developing a 
constituency for individual giving to ASPIRA. 


General Objective 


The overall objective of this initiative is to involve Alumni with ASPIRA, 
promote their service to the community, utilize their capacity (political, social and 
economic) to advocate for Puerto Rican and Latino youth and for education, and to serve 
as a sources for individual support for ASPIRA. 


Strategies and Activities 


ASPIRA will support, follow and review the progress of a pilot ASPIRA Alumni 
Association in ASPIRA of New York, and will move to support those Associates 
interested in replicating this model. ASPIRA will also structure a national task force to 
develop specific plans for support of the Associates developing Alumni Associations and 
for designing strategies for developing a possible national alumni association. 


Strategic Communications and Technology Initiative 


ASPIRA will place major emphasis on developing its internal and external 
communications and the use of technology as a major means of communication. The 
objective of enhancing internal communications through technology will be to: a) expose 
ASPIRANTES to technology (and communications through technology) and to make 
every ASPIRANTE computer literate; b) establish and maintain on-going communications 
among ASPIRANTES nationally; c) extend access to computer communications 
technology into the community; c) improve programs and advocacy through the on-going 
exchange of information, materials and ideas; and d) enhance ASPIRA’s management 
through on-going, technology-based communications and exchange of information. 


General Objective 


The overall objective of the external communications initiative will be to increase 
ASPIRA’s visibility, as well as the visibility of its programs, at the national, state and 
local levels. This will include increasing ASPIRA’s visibility among: Puerto Rican and 
Latino youth; parents/families and community members; schools and school systems; 
local and state government; current and potential funders; other organizations and the 
general community. 
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ө Strategies and Activities 


Aware of the critical importance of both internal and external communications, 
ASPIRA will, over the next five years: 


Internal Communications 


* conduct an extensive review of current communications objectives, activities, 
processes and technologies within the Association; 

develop an internal communications plan that will include strategies, systems 
and procedures to improve internal communications within the Association; 
significantly increase the number of computers and access to Internet 
resources throughout the Association; and 

develop a technology-based internal communications system, beginning with 
the ASPIRA Intranet, that will electronically link all the ASPIRA offices and 
sites. 


External Communications 


% develop an Association-wide strategic National Communication Plan that will: 
"identify current communications activities and capabilities; 
ө -identify and define key ASPIRA audiences nationally and locally; 
"identify and prioritize communications strategies for each audience, 
including a media plan; 
-identify resources for national and local communications. 
© increase the number, variety, quality, targeting and distribution of ASPIRA 
publications in all areas, ensuring that each Associate produces at least one 
quarterly newsletter; 


ping ygy-based ications, including CD-ROM, an 
integrated ASPIRA Internet World Wide Web Site and web sites/pages for 
each Associate. 


Strategic Organizational D. Through i Systems 
Enhancement and Technology 


ASPIRA recognizes the critical importance of effective management and financial 

controls systems to ensure izational stability and ility to the i 

and external funding sources. It also recognizes that, in general, the organization faces 
extensive challenges in its operations that range from the lack оѓ; adequate accounting 
systems, budget controls systems, personnel policies and benefits, effective investment 
practices, and management systems. И also recognizes that adopting effective 
management and finance policies and practices, technology and training at all levels — 
from Boards of Directors to program staff- are two key to effective operations. 
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General Objective 


The overall objective of this initiative is to ensure ASPIRA's financial stability 
and maximum management efficiency through the application of state of the art 
management systems and procedures, including the systematic application of technology, 
and extensive collaboration within the organization. 


rategies and Activiti 


Over the next five years, ASPIRA will develop a major initiative to develop its 
management and financial infrastructure. This initiative will include: 


a) extensive review of current management operations; 
b) development of effective management systems; 
c) development of effective financial systems (accounting, investment); 


d) extensive and on-going of program 
staff, and 
е) intensive use of technology in management and finance. 


Among the initiatives that ASPIRA will undertake are: 


* extensive exchange of information and expertise among the ASPIRA 
organizations on management and finance issues; 

intensive training of members of Associate boards of directors in such areas 
as: the role of boards in non-profits; fiduciary responsibility; programs and 
policy issues; finances and accounting; and audits; 

to seek external expertise to provide support to the development effort; 
development of written administrative and accounting procedures for all 
Associates; 

to explore ways of providing all staff with competitive benefits (such as health 
and pension plans), to secure financial, accounting, audit, and other 
management services, and to reduce costs of purchasing goods and services 
through cooperative procurement; 

extensive training of program and other administrative staff on program 
management, budgeting and budget control; 

completion of the project to mechanize accounting throughout the 
organization; and 

development of management information systems throughout the Association. 


A major part of this effort will be the move to significantly enhance the use of 
technology for management. This will include computerizing accounting and 
management procedures and use of the ASPIRA Intranet for data and financial 
information exchange, where appropriate. ASPIRA will promote the exchange of 
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information throughout ASPIRA so that each office can learn from, and build on, the 
management infrastructure of the others. 


Increased Funding and Financial Stability 


Funding is always a major concern for non-profit organizations and is no less so 
for ASPIRA. Over the next five years, ASPIRA will move in several strategic directions 
in funding. Critical to this initiative will be to build on the purchasing power of the 
Latino community and on ASPIRA’s role as the voice representing this community in 
youth leadership and education, to secure increased Corporate support. 


General Objective 


The overall objective of this initiative is to ensure the financial stability and 
viability of all ASPIRA organizations by expanding and diversifying its funding base, 
including a movement towards individual giving; increasing the proportion of 
unrestricted funding; and social entrepreneurship within the Association, 


Strategies and Activities 


ASPIRA will develop its overall capacity to: a) identify government, foundation 
and corporate sources of support (funding and other resources) within and outside the 
community through prospect research using technology and other means; b) develop 
effective program designs for submission to funders, including writing effective 
proposals; с) develop fund-raising skills to seek and secure unrestricted funding; d) 
organize effective fund-raising events and activities; e) communicate effectively with 
funders about ASPIRA and ASPIRA programs and services; f) develop a sizable 
individual donor base; and g) develop entrepreneurial projects that will generate 
unrestricted funding for the organization. 


Some of the activities ASPIRA will engage in over the next five years include: 


expansion and on-going staff professional development and training on 
funding research and funding information management, proposal-writing, 
fund-raising activities, communication with potential funders; 

seeking funding to conduct national and local funding feasibility studies by 
external firms; 

development of a national ASPIRA funder data-base that will include 
government, foundations and corporations at the local, state, regional and 
national levels; 

extensive communications and exchange of information within the 
Association regarding potential funding sources through use of the ASPIRA 
Intranet; 
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. of ions strategies specifically for funders, within the 
Association’s communications plan, including targeted publications, and 

periodic updates to funders; 

development of model individual giving databases and training of ASPIRA 

staff on individual giving, prospect identification and cultivation; 

seek resources in each ASPIRA organization for staff dedicated to fund- 

raising 


Strengthening and Expanding Current Programs 


ASPIRA recognizes the effectiveness of its existing programs and the need to expand and 
further strengthen these programs so they serve more youth in an effective and efficient 
manner. 


General Objective 


The overall objective of ASPIRA’s effort regarding existing programs and 
services will be to significantly expand its services to incorporate increased numbers of 
youth and to enhance ASPIRA's capacity to deliver effective, efficient, and well- 
documented programs. 


Strategies and Activities 
ASPIRA Association proposes to strengthen its programs by: 


* strengthening its capacity to review and analyze community needs and ће 
needs of youth through research as the basis for the review and evaluation of 
programs and services through extensive staff training on social and 
educational research, and through the development of shared research models; 
expanded training and professional development of ASPIRA program staff 
оп program design, program management and program evaluation; 

enhancing the capacity of all Associates to document and evaluate programs 
and services to determine the degree to which these are effective in serving 
youth and the ity, including the of. 

Information Systems and systematic evaluation design models. 


ASPIRA will also expand its capacity to develop new program initiatives. This 
will involve enhancing the capacity of each Associate to: 


e ascertain community and youth needs through systematic research and data 
collection and analysis; 
% develop effective and complete program designs; 
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% identify sources of program funding; and 
e develop effective funding proposals. 


Strengthening and Expansion of Advocacy 


In a changing environment of education reform and attacks on equity, ASPIRA 
recognizes that it is a strong national and local voice in advocating for Puerto Rican and 
Latino youth and that it has a responsibility to remain a force in shaping policies that 
affect this youth. 


General Objective 


Over the next five years, the ASPIRA Association proposes to expand its 
influence in public policy at the national, state and local levels, focusing on three areas of 
development 


* enhanced capacity to conduct public policy research and analysis; 
* enhanced communications capabilities; and 
* development of strategic partnerships with other advocacy organizations 


Areas of Advocacy 


Though there are many policy issues that affect Latino youth and there аге 
significant differences among the states ASPIRA serves regarding the issues that are 
important because of their potential impact. In general, however, there аге two 
overarching issues that affect Puerto Rican and Latino youth, as well as ASPIRA at all 
levels. Therefore, ASPIRA will focus on the following policy issues related to education 
reform and equity at the local, state and national levels. 


* Education Reform - the new standards movement; testing; Charter Schools 
and vouchers, educational technology; teaching workforce; school-to-work; 
family involvement and advocacy; community service; and technology. 


Equity - school re-segregation; bilingual education; disparities in 
achievement; access to educational resources; and gangs and violence in 
schools; access to college; and financing college 


In view of its entrepreneurship initiative, ASPIRA’s advocacy efforts will also 
focus on economic development and entrepreneurship, including access to youth 
entrepreneurship skills development and to capital. 


Moreover, ASPIRA has a traditional and legitimate interest in the areas of health 
-including access to health care, disease prevention (AIDS, hepatitis, etc.), drug and 
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alcohol abuse and youth violence. In addition to its program efforts, ASPIRA will 
continue to focus and expand its research and advocacy efforts in these areas. 


Strategies and Activities 


ASPIRA will develop the following strategies and activities: 


extensive, on-going training of staff and youth on research and advocacy; and 
expanded communications through technology - establishment of the ASPIRA 
Intranet for instant computer-based communications between all the ASPIRA 
Associates, the ASPIRA Internet connections for all ASPIRA Associates 
(including staff and students) for obtaining information on policy issues and 
data for research; 

increased publication of policy papers and briefs; 

periodic local, regional and national meetings and seminars on policy issues; 
development оҒап ASPIRA Web page with a policy forum; and 

extensive development of new strategic partnerships with local and national 
community-based organizations and advocacy groups on specific policy issues 


Monitoring and Evaluation of ASPIRA 


There areas in which ASPIRA will work to monitor and evaluate progress 
towards reaching the proposed objectives: 


+ Model Program Monitoring and Evaluation Design: ASPIRA will develop a 
model program monitoring and evaluation design to evaluation design for 
programs that will be used as a guide throughout the Association to develop 
local, program-specific designs, to generate data on program progress on an 
on-going basis; 


ASPIRA Strategic Monitoring and Evaluation Design: ASPIRA will develop 
а monitoring and evaluation design to determine, on an on-going basis, 
progress being made towards achieving the objectives of the Strategic Plan. 
This design will contain specific i cost i i 
and others upon which progress will be followed. This evaluation design will 
consider both the general framework of the Strategic Plan and the specific 
plans ofthe ASPIRA organizations. This design will be made available for 
use throughout the Association. Each Associate will utilize the design to 
review their own progress and the National Office will collect the results of 
Associate evaluations into a national review of the Association's Strategic 
Plan. 
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In addition to monitoring our own progress, it seems critical that ASPIRA 
conduct a national evaluation study of ASPIRA’s effectiveness, and the perceptions of 
ASPIRA within and outside our communities. This study, to be conducted by an 
independent consulting firm, would review ASPIRA’s progress over the past 20 years to 
ascertain overall outcomes of the organization. Such a study would generate data that 
will be very useful in self-assessments, planning and in developing an effective 
communications strategy. 


Over the next five years, ASPIRA will seek funding to conduct a national 
evaluation initiative. 
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INTRODUCTION 
Background 


As the National Board of Directors ofthe ASPIRA Association has grown and changed over the 
past several years, and as the issues it faces become broader and its deliberations more complex, 
there is an evident need to formalize certain basic p ind procedures that are critical to the 

ө effecti ion of the National Board. izing basic proced inuity in the 
Board's operations regardless of changes in individual members. It allows the Board to 
concentrate its energy on policy decision-making regarding ASPIRA's programs, management 
and finances rather than on internal procedural matters. Without a formal set of procedures to 
implement the provisions of the By-Laws, the Board will find itself continuously revisiting issues 
of process. Such is the case of the critically important processes of identifying and nominating 

^ candidates for elective positions within the National Board of Directors. 


The National Board of Directors has decided to structure a formal process of nominations of 
candidates for elective positions within the Board. The it has selected to 
formalize the process is a Commi i standing committee of the National 
Board of Directors. The process that the Committee on Nominations will follow in carrying out 
its responsibilities is outlined in this document. 


There are two types of elective positions in the ASPIRA National Board of Directors as set forth 
in the By-Laws: 


a) Officers of the Board; and 
b) Elected At-Large Members 
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The importance of electing the highest qualified members as Officers of the Board cannot be 
overstated. A process is required to identify members who are best qualified and who are 
interested in becoming officers well before the meeting at which officers are elected. 


It has been only in the last few years that а new category of elected positions has been created by 
the Board of Directors -Elected At-Large Member. This creates the challenge of seeking and 
nominating qualified candidates to assume at-large positions on the National Board. 


Following the By-Laws of the ASPIRA Association, this document sets for the rules, procedures 
and processes to be followed by the Committee on Nominations. 


Nominations 


Nominations is the process of proposing candidates for elective positions within an organization, 
formulated at the time of the election, as a motion. 


Robert's Rules of Order! define a nomination as follows: 


“A nomination is, in effect, a proposal to fill the blank in an assumed motion “that 

be elected” to the specified position... The methods of nomination are а) by 
the chair; b) from the floor (sometimes called open nominations); c) by a committee; d) 
by ballot; and e) by mail? 


Robert’s Rules of Order also states that in organizations that are well established, the best way to 
structure nominations for elective positions is through a Committee on Nominations. 


Nominations by a Committee: The nominations committee should be elected by the 
organization wherever possible.’ 


‘The nominations process concludes with a Report submitted by the Nominations Committee 
proposing candidates for elective positions. However, the process shoul mole at kat thee 
prior steps that lead up to the actual nominations. These are: 


. ification of vacant elective positions and review of f terms of 
ens win occupy cct poston (avarenes of when vacances will ocour end 
elections are due, set forth in the By-Laws); 

© identification of potential candidates for elective positions; and 


1 The By-Laws of the ASIPRA Association establis j ional Board of Di 
be conducted according to Robert’s Rules of Order. 

2 Corbin Robert, Sarah, ed., Robert’s Rules of Order, Newly Revised, London, Scott, Foresman and 
Company, 1981, pp. 361-362. 

? Op. Cit. P. 362 
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review of qualities and qualifications c of the candidates based on the Board’s interests, 
plans and priorities, and the interest and of candidates 
to occupying specific elective positions. 


AUTHORITY AND LIMITATIONS 
Тһе By-Laws of the ASPIRA Association, as amended, sets forth in Article VI, Section that: 


The National Board of Directors may, by resolution, establish standing committees to 
study, plan, administer, or otherwise be concerned with specific projects which the 
Association shall undertake and, to the extent permitted by law, may delegate to any such 
committee, such lawful powers as the National Board of Directors shall determine. 


In Article УІ, Section 4, as amended, it states that the National Board of Directors ofthe ASPIRA 
Association will establish a Commi standing ‘the National 
Board of Directors. Article VI, Section 4 states: 


Section 4. Committee on Nominations: The National Board of Directors will establish a 
Committee on Nominations as a standing committee of the National Board of Directors. 
The Committee on Nominations will be constituted as set forth in Sections 1, 2 and 3 of 
this Article (Article VI) and in accordance with the procedures established in the 
Composition, Responsibilities and Procedures of the Committee on Nominations, 
approved by the Board of Directors. 


In Article VI, Section 2, the By-Laws establish that: 
Each standing committee may adopt rules governing the time of, and/or method of 
calling and/or of holding its meetings and may also adopt rules governing the conduct of 
its affairs. 


CONTENTS OF THIS DOCUMENT 


This а Composition, ilitie d Procedures of the Committe 
Шалы ната Comes m Сота wil flow to 
ensure each of the three steps is: a) conducted in a timely and orderly fashion; and b) is effective to 
ensure that the best possible candidates are proposed for elective positions. 


Tt includes: 


Authority and Limitations 

fthe Со 
Composition, Structure and Meetings of the Committee оп Nominations; 
Procedures of the Committee on Nominations 
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This document, as approved by the Board of Directors, is subject to: а) the applicable provisions 
of the Articles of Association of the ASPIRA Association ; the By-Laws of the ASPIRA 
‘Association; and c) the authority of the National Board of Directors. 


Nothing іп this d is intended to substi ision of the Articles of 
Association, the By-Laws, or to limit the authority ofthe Natal Board of Directors with regard 
to the nominations process or to amend this document as it may deem necessary. 


RESPONSIBILITIES OF THE COMMITTEE ON NOMINATIONS 


Nominations Report 


The most ility of the Commi inations is to submit a Report to 
the National Board of Directors of the ASPIRA Association that contains the names of candidates 
recommended for nomination for all elective positions available on the National Board. The 
Committee on Nominations will submit this Report prior to any regular or extraordinary meeting 
of the National Board at which an election will take place. 


In submitting the Report, the Commi nations will follow the procedures described in 
the section Procedures of the Committee on Nominations, in this document. 


Regardless ofthe time at which the Committee's Report і made available to any or all members 
of the National Board of Directors, it is the йу of the Cor 

formal present their Report tthe regular or extreordinary meeting ofthe Board at wich an 
election will take place.* 


To meet its basic it ‘submitting a Report on nominations to the Board of Directors, 
the Committee on Nominations will: 


e Identify and evaluate candidates for officers of the National Board of Directors to Бе 
elected each year at the annual meeting of the National Board of Directors 
(Chairperson, Vice Chair for Program, Vice Chair for Finance, Vice Chair for 
Personnel, Secretary, and Treasurer), and to fill vacancies that may have occurred 
between the annual meetings of the Board, in accordance with the by-laws. (By-laws, 
Article IV, Section 2) and 


Identify and evaluate candidates for elected at-large positions on the National Board 
of Directors. (By-Laws, Article II, Section 2) 


* Robert's Rules of Order, p 365. 
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Annual Election of Officers and the Responsibilities of the Committee On Nominations 


The ASPIRA Association By-Laws establish, in Article IV, Section 2, that: “All officers of the 
National Board shall be elected аппиайу by the National Board of Directors at the Annual 
Meeting, and shall continue to hold office at the discretion of the National Board of Directors. 
Vacancies may be filled at any meeting of the Board. The officers of the National Board are: 


Chairperson 
Vice Chairperson for Program 
Vice Chairperson for Finance 
Vice Chairperson for Personnel 
Secretary 

Treasurer 


lity - It is the ility of the Commi linations, to: 


© annually identify candidates for all elective positions of officer of the Board of 
Directors among the members of the National Board; 

* ascertain the willingness, interest and commitment of the candidates to assume the 
elected position for which he/she is proposed; and 

4 propose their nomination to the Board of Directors, following the procedure 
described in the section Procedures of the Committee on Nominations, in this 
document. 


Responsibility - From time to time, vacancies occur among the officers of the Board. It is also the 
ity of the Committee to identify candidates for vacant positions among 
officers and to propose candidates to fill these vacancies at the next meeting of the Board of 
Directors following the procedure described in the section Procedures of the Committee on 
^. Nominations, in this document. 


Election of At-Large Members of the National Board of Directors and the Responsibilities 
of the Committee on Nominations 


Article II, Section 2 of the By-Laws established that the National Board will elect At-Large 
members. 


? Article IV Section 2 of the. By-Laws stats that Vacancies may be filled at any meeting of the Board. To fill 
itic ittee on 
fill iti the Board of Directors. This 
th (when notification of such vacancy is given to the Chairperson of the 
National Board). 
* There are two kinds of At-Large members: 


Ex-Officio At-Large Members - The By-Laws state that Т of the Board of Di 
becomes, upon election and if not already an At-Large member, an At-Large member of the Board of 
Directors. If not already an At-Large member, but a representative of an Associate, the elected 
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Responsibility - Following the criteria and priorities established by the National Board of | 
Directors, it is the of the C ions, to identify, eval 

propose candidates for At-Large members of the Board of Directors at the annual meeting of the 
National Board of Directors, so these can be elected prior to the election of officers of the Board, 
as stated in Article П, Section 2 of the By-Laws.’ This process will be conducted following the 
procedures in described in the section Procedures of the Committee on Nominations, in this 
document. 


To meet this ility, the Commit nations will: 


. develop an updated two-year elections schedule that indicates when At-Large 
positions will be available and when elections for these positions will take place; 


ы 


develop a pool of potential candidates for At-Large positions that will be maintained 


ina d complete files on that will include: 
= curriculum vitae; 
= support ti transcripts letters of 
- references; and 
- any other ir ion deemed necessary to fully the qualities and 


qualifications of the potential candidate; 


ә 


develop a protocol (questionnaire) for interviewing potential candidates that will 
lude an interview questionnaire; 


к 


develop a protocol (e.g., checklist) for analyzing the qualifications that will include, 
= priorities and criteria established by the Board of Directors for new 


теме ee ок md 


m 


. conduct an interview of all potential candidates for At-Large members. 


Chairperson must resign his/her position on the Associate Board of Directors as well as the 
chairmanship of the Board. In addition to the Chairperson, the immediate past chairperson of the 
National Board remains on the National E as an At-Large member for one year айег 

‘completing his/her term as chairperson. The Chairperson of the Student Affairs Committee is also 
becomes an At-Large member of the тае Board upon his/her election as Chairperson. 

Elected At-Large Member - The By-Laws state that, in addition to the ex-officio At-Large 
members, At-Large members, by the Board of Directors prior 
to the election of officers at the annual I moeting ofthe Board. 


7 Article I, бесік 2 oft By-L 
l Board. 
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Setting Criteria And Priorities For Identifying Elected At-Large Members 


It is the responsibility of the Board of Directors and the Executive Committee to continuously 
analyze the composition of the National Board of Directors to ensure that its At-Large members 
have the qualities and qualifications (e.g., expertise, contacts, wealth) that the Board deems 
necessary to further the development of the Association at any given time. The basis for 

the qualiti fications that the Board will seek in its At-Large members is the 
Vision and Strategic pe of the Association, The vision and strategic plan set the direction 
that the Association will be taking and, hence, sets the parameters for determining the qualities 
and qualifications it should seek in new at-large Board members —individuals with the qualities and 
qualifications that can best help advance the Association in the chosen direction. 


Three years ago, for example, the National Board has established that there was a long term need 
to: a) broadly disseminate information on ASPIRA, particularly through the media; b) enhance 
its financial resource base and to secure increased corporate funding; and c) increase its access to 
political decision-makers to further the Association’s policy objectives, Therefore, it set “access 
to the media, access to money and access to power “ as the basic criteria for identifying and 
electing at-large members. 


Based on the vision and plan, the Board of Directors establishes not only the qualities and 
qualifications new at-large members, but also its priority for identifying candidates with certain 
qualities or qualifications. For example, the Board of Directors may decide that, over the next 
several years, the priority of the Association will be to further develop its financial base. 
Therefore, it will also set as a priority to seek new at-large members who have access to financial 
resources or “access to money.” 


The Committ he йу of seeking candidates for elected At-Large 
Шыбын s Natl Bose at meet te eters and rr st by te Board of Directo. 


COMPOSITION AND STRUCTURE OF THE COMMITTEE ON NOMINATIONS 


Members of the Commi 


The Committee on Nominations will consist of no less than three nor more than seven members of 
the National Board of Directors. The Committee will have at least one student representative. 
The Committee will have at least one member who represents an ASPIRA Associate, but will 
have no more than one member representing any particular ASPIRA Associate on the National 
Board of Directors. 


The Committee will have two ex-officio members: 


- The Immediate Past Chairperson of the National Board of Directors 
- The Immediate Past Chairperson of the Student Affairs Committee. 
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‘The Chairperson of the National Board of Directors shall not be a member of the Committee on 
Nominations nor will he/she participate in its deliberations.* 


‘The National Executive Director of the ASPIRA Association will serve as the staff of the 
Committee on Nominations, The National Executive Director will attend all meetings and 
participate in the deliberations of the Committee and provide the information and organizational 
support requested by the Committee. The National Executive Director will also be responsible for 
retaining the records of candidates. 


Election of Members 


The remaining members of the Committee on Nominations will be elected annually at the annual 
meeting of the National Board of Directors by a majority vote of the National Board of Directors. 
Members of the Committee will serve at the discretion of the National Board of Directors. (Ву- 
Laws Article VI, Section 1). Any elected member may be re-elected. 


Тһе election of the ibe ‘the Committee nations will take place i i after 
the election of officers of the Board of Directors. 


In the case of a vacancy in the Committee on Nominations, the National Board will elect a 
member of the Board of Directors to serve the remainder of the term of vacated position, at the 

regular or extraordinary meeting of the Board following the notification of the vacancy to the 
ага National Board of Directors. 


Structure, Meetings and Reporting 


In accordance with Article VI, Section 2 of the By-Laws, the Committee on Nominations will 
have a Chairperson and/or a Secretary. In the absence of the Chairperson of the Committee on 
Nominations and/or the Secretary, at any meeting of the committee, the committee shall appoint a 
Chairperson or Secretary at the meeting, as the case may be. 


The Committee on Nominations will establish the number, place and method of its meetings. 
Upon its election at the annual meeting of the Board of Directors, the Committee on 
Nominations will establish a schedule of meetings for the year. 


In accordance with Article VI, Section 2 of the By-Laws, the Committee on Nominations shall 


keep a record of its acts and proceedings and shall report thereon to the National Board of 
Directors. 


* Robert’s Rules of Order, p. 363 states that “Although in отапа а new society it may be feasible forthe 


chair to appoint an organized should not appoint the 
committee nor be a member of it Gentes ou E The By-Laws may provide “te President shall appoint ай 
committees, except the ittee” and that bean of all 


committees except the Nominating Committe”; the exception should not be omitted in either case.” 
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The Report of the Committee on Nominations proposing the candidates for elective positions will 
include a report on the process followed by the committee in identifying, evaluating, obtaining 
consent and in proposing these candidates, 

PROCEDURES OF THE COMMITTEE ON NOMINATIONS 


Schedule of Elections and Priorities for Election of At-Large Members 


. Upon election of the members of the Committee on Nominations during the annual 
meeting of the Board of Directors, the Committee, with the assistance of the National 
Executive Director, will develop a schedule of elections of officers and At-Large 
members. The schedule will include the date(s) when the elective positions will be 
available and the meeting(s) at which elections will be held to elect members to these 
positions. 


2. The committee will also establish, based on the directive of the Board of Directors or the 
Executive Committee, the priorities for election of At-Large members. 


Election of Officers 


For the election of officers of the Board of Directors the Committee on Nominations will 
follow the procedures described herein. 


Nominations rt 


1. The Committee on Nominations will submit, іп writing, to all members of the National 
Board of Directors its report no later than one month prior to the annual meeting of the 
National Board of Directors. The Chairperson of the Committee will also deliver the 

committee's report at the annual meeting of the Board of Directors. 


2. The Committee on Nomination’s report will include nominations for all positions of 
officer of the Board of Directors. 


3. Тһе Committee on Nominations may, if it so decides, submit more than one candidate 
for each position. However, the Committee should make every effort to submit only one 
candidate for each elective position. 


Nominations Procedure 


1. At the regular or extraordinary meeting of the Board of Directors prior to the annual 
meeting of the Board (when elections are to take place), the Chairman of the Committee 
on Nominations will announce to the Board that the election of officers will take place at 
the next (annual) meeting and will request that names of potential candidates for elective 
positions be submitted to the Committee on Nominations. 
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. No more than three months after the meeting prior to the annual meeting of the Board of 
Directors (or as otherwise established by the committee") the Committee will meet (or 
communicate among by mail or telephone) to identify potential candidates for each 
elective position. 


3. The Committee will designate a member or members who will communicate directly 
with each member proposed as a potential candidate for officer to ascertain their. 
willingness to accept the position for which he/she is proposed. 


к 


. The Committee on Nominations will agree on nominations for all elective positions of 
officer of the Board, will develop its report and will mail its Report to all the members 
of the Board of Directors with its recommendations for nominations no later than one 


month prior to the annual meeting of the Board of Directors. 


. The National Executive Director will coordinate communications among the members of 
the committee as well as communications with the Board of Directors 


^ 


е 


. At the annual meeting of the Board of Directors, the Chairman of the Committee оп 
Nominations will deliver the Report of the committee to the National Board. 


x 


Upon delivery of the Report to the Board of Directors, the function of the Committee 
regarding the election of officers will cease. 


Nominations for Vacant Positions of Officers 


From time to time, vacancies may occur in positions of officer of the Board of Directors. 
When such a vacancy occurs, the Board should fill the vacancy or vacancies by electing the 
appropriate officers at the next regular or extraordinary meeting of the Board of Directors. 
To achieve this, the procedures will be the following: 


1. The Chairperson of the Board of Directors will notify the Chairperson of the Committee 
оп Nominations that а vacancy among the officers of the Board has occurred as soon as 
he/she is notified of the vacancy. When such a vacancy occurs between meetings of the 
National Board of Directors, the Chairperson will inform the Chairperson of the 
Committee on Nominations in writing. 


2. Тһе Committee on Nominations will contact all members of the National Board of 
Directors to solicit names of candidates to fill the vacancy or vacancies. In the case the 
vacancy is announced between meetings, the Committee on Nominations will inform the 
Board members in writing. 


? In the case in which the electi inan i ing held less than the six months 
prior to the annual meeting of the Board of Directors, the Committee on Nominations will determine when 
such communications will take place. In no case will they take place less than one month prior to the annual 
meeting of the Board of Directors. 
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3. The committee will identify and contact candidates for the vacant position(s) to 
ascertain their willingness to serve. The Committee will meet or otherwise 
communicate to review the candidates and to develop a report. 


4. Where feasible, the Report of the Committee will be submitted in writing to all the 
members of the Board of Directors no less than one month prior to the next regular or 
extraordinary meeting of the Board of Directors. If this is not feasible, the Committee 
on Nominations will present its report at the next meeting of the Board of Directors at 
which time the election to fill the vacancies will occur. 


Election of At-Large Members 


For the election of At-Large members of the Board of Directors, the Committee on 
Nominations will follow the following procedure. 


Dx ing Criteria for At-Lar; [embers 


Immediately following its election, it will be the responsibility of the Committee on 
Nominations will develop specific written criteria (qualities and qualifications) for potential 
candidates for At-Large members of the Board of Directors as well as priorities for electing 
candidates with specific qualities and qualifications. 


Тһе Committee on Nominations will distribute these criteria each year to all the members of 
the National Board of Directors together with the schedule of elections of At-Large members 
of the Board of Directors. 


Developing a Pool of Candidates for At-Large Members. 


1. The Committee on Nominations will be the repository of information regarding 
K candidates for At-Large Position on the Board of Directors and will be responsible for: 


seeking, and identifying a pool of potential candidates for At-Large members; 

“ contacting potential candidates to ascertain their willingness to be elected as an 
At-Large member of the Board of Directors; and 

e maintaining the records of potential candidates. 


2. Inorder to develop an ample pool of candidates for At-Large positions on the Board of 
Directors, the Committee on Nominations will: 


a) solicit recommendations from members of the National Board of Directors and, 
through the National Board of Directors, from the Boards of Directors of the 
ASPIRA Associates; 

b) solicit recommendations from the National Executive Director; 

c) solicit, with the assistance of the National Executive Director, recommendations 
from the Associate Executive Directors 
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4) develop other sources for identifying potential candidates that meet the 
qualifications requirements. К 


The National Office will facilitate the collection of information and distribution of о 
information to the members of the Committee. It will also retain documentation regarding 
potential candidates. 


Nominations for At-Large Me 
1. The Committee on Nominations will meet (or communicate by mail or telephone) at least 


once no less than two months before any meeting at which an election for At-Large will 
take place to evaluate candidates for At-Large members of the Board of Directors. 


ю 


. The Committee (or йз designees) will contact potential candidates it deems qualify for 
the At-Large position to ascertain their willingness to serve an At-Large member. 


. After an initial evaluation, the Committee (or members of the Committee designated for 
this purpose) will interview potential candidates, either in person or by telephone, 
utilizing the interview protocol. The Committee on Nominations will not recommend 
candidates for nomination for At-Large positions that have not been interviewed 
by the Committee. 


a 


. If necessary, the Committee on Nominations will meet again (or icate by mail or 
telephone) to finalize its report. 


m 


. The Committee on Nominations will distribute its Report to all the members of the Board. e 
of Director at least one month prior to the meeting at which an election for At-Large 
members. 


6. The Chairperson of the Committee will present the Report to the Board of Directors at 
the meeting at which the election of At-Large members will take place. 


м 


Upon delivery of the report to the Board of Directors, the function of the committee 
regarding the election of At-Large members will cease. 


APPROVED BY THE 
ASPIRA ASSOCIATION NATIONAL BOARD OF DIRECTORS 
THIS OF „ 1997 


Raquel Ortiz, Chairperson 
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This Administrative Manual whose policies, practices and procedures аге here within 
contained, is not a contract of employment and is not intended to create any contract 
rights, either expressed or implied between ASPIRA and its employees. 


The policies, practices, and procedures described in this manual may be changed, 
altered, modified or deleted at any time, with or without prior notice by ASPIRA. 
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1 ASPIRA...THE ORGANIZATION 


Welcome ... 
About ASPIRA 
Corporate Structure ... 
Administrative Structure 
Organizational Chart ....... 
Equal Opportunity Етріоуег........... 


WELCOME... 1 


Welcome to the ASPIRA Association, Inc.'s National Office, most often called simply 
"ASPIRA". You are now part of an organization that has been working since 1961 
to foster the socioeconomic growth of the Puerto Rican/Latino community in the 
United States. 


The sooner you get to know us, the sooner you will feel a part of the ASPIRA family. 
This handbook has been prepared to acquaint you with some of ASPIRA's basic 

and policies. ion on our benefits package and 
administrative support system is included, as well as some background оп ASPIRA's 
history, objectives, and structure. 


While we have tried to be comprehensive, this manual is not all-inclusive. It is 
intended to be an easy reference guide to important policies and benefits all salaried 
employees must be aware of. Since ASPIRA continually tries to meet the changing 
needs of our workplace, the policies decided here may also change, as it becomes 
appropriate and beneficial to change them. 


As you become more involved with your work, you may find that you need additional 
information. When you have questions, please ask. We are glad you have joined us, 
and we want to make your transition a smooth one. 


Janice Petrovich, Ed.D. 
National Executive Director 
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About ASPIRA k2 


The ASPIRA Association, Inc. National Office was established in 1968 as ASPIRA of 
America, Inc. Its name was changed in 1985 to the ASPIRA Association, Inc. 
However, ASPIRA's roots date back to 1961 in New York City when a group of 
concerned Puerto Rican parents and professionals met to discuss the alarming high 
school dropout problem at the time. Through their efforts, ASPIRA developed as the 
first non profit organization in the United States dedicated to furthering the 
educational and leadership potential of Puerto Rican youth. Today ASPIRA serves a 
diverse Latino youth population through a network of independently incorporated 

ity based ASPIRA izatic located in Florida, Illinois, New Jersey, New 
York, Pennsylvania, Puerto Rico and Connecticut with the National Office in 
Washington, D.C. All ASPIRAs share a common mission and goals. 


The philosophy that determines the goals of ASPIRA and the activities undertaken to 
meet those goals rest on one basic premise: Latinos, as a community, possess the 
collective potential to develop their own human and material resources that will permit 
an equitable sharing in the i іс benefits and ibilities of the larger 
society. 


Keeping to the primary tenets of that philosophy, ASPIRA has identified as its mission 
the enhancement of the Puerto Rican/Latino community by developing and nurturing 
the leadership, intellectual and cultural potential of its youth so that they may 

ibute their skills and ion to the fullest of Puerto Rican/Latino 
communities everywhere. 


Asa family of Associates with community roots in various states and Puerto Rico, the 
ASPIRA Association is unified toward a common cause through our commitment to 
achieve three broad primary Association goals. These goals provide the basic general 
programmatic composition of each member of the ASPIRA Association. It is through 
commonality of primary goals that the ASPIRA Movement can realize its unifying 
mission. Within the framework of these goals, each Associate establishes program 
objectives which are sensitive to local conditions and resources. These goals are: 


1. To develop the leadership potential of Puerto Rican and other Latino 
youth by encouraging them to become aware of the socioeconomic 
conditions, needs, and potential of their community and by fostering a 
commitment to dedicate their skills toward the further development of 
the Latino ity, youth ір and ity service. 


2 


To motivate, orient and assist Puerto Rican and other Latino youth іп 
their personal, ii cultural, and j through 
the provision of career ii i ing and ion services; 
educational access and careers. 


To increase access of Puerto Rican and other Latino youth to quality 
education and leadership training through research, pilot programs and 
i ilization for і 


SUBJECT: Corporate Structure 1:3 


Members of the National Board of Directors and the Executive Committee are elected 
at each annual meeting of the ASPIRA Association, Inc. Board of Directors. The roles 
and responsibilities of the National Board of Directors are detailed in the By-Laws of 
the Association. 


SUBJECT: Administrative Structure 1:4 


The ASPIRA National Office is organized internally into three (3) major divisions: 


National Programs, Services to Associates, and Finance and Administration. 
ASPIRA's income is derived from many different funding sources. These include 
public grant-making agencies, private foundations and corporations, individual donors 
and publication sales. This means that there are usually many projects underway at 
any given time with varying staff plans and production schedules. The divisions may 
change from time to time as ASPIRA re-evaluates its focus and direction. The 
divisions are as follows: 


1. 


National -Programs are grouped into three areas; Youth Leadership and 
Service, Ci for and 
ducet Access and Careers. 


Youth Leadership and Community Service programs are dedicated to promoting 

and among at local 
ASPIRA offices. In addition, students serve as members of Local and National 
Boards of Directors, run student newsletters, and participate in leadership roles 
in ASPIRA club activities. The ASPIRA National Office also offers summer 
internships to college students to prepare them for future involvement in public 
life. 


Programs in Ci i ilization for promote 
community and parental involvement through local ASPIRA offices to improve 
Hispanic children's access to education. 


Programs in the area of Educational Access and Careers include programs 
increasing the number of college-bound youth to enter careers in fields where 
Latinos are und so they тау bring their skills back to 
their communities. Currently the National Office conducts National programs 
promoting careers in Mathematics and Science and in Health professions. 


Services to Associates includes the following 


© Research and advocacy includes monitoring legislation, mobilizing our 
network, maintaining relations with Congress, and analyzing issues. 


. i includes of licati including quarterly 
newsletter and annual report, maintaining media contacts, developing 
press releases, presenting at national conferences and developing 
Association-wide data management systems 
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. Expansion of services to serve more students and parents includes 
development of materials and organization of alumni 


. Planning for the management and growth of the organization through 
strategic planning leadership retreats and regular meeting of the Council 
of Executive Directors 


. Statt training for the entire Association through National Programs, the 


site visits and ives with other 
. isi i through proposal preparation 
with proposal тег of 
support and identification of funding prospects. 
Finance and inistration Manages all i ing and payroll 
ibilities in addition 10 i ASPIRA it inating the 
annual financial audit, helps define ini: ive policies and and 


administers ASPIRA's benefits program. 


SUBJECT: Organizational Chart 
National Office Organizational Chart 
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SUBJECT: Equal Opportunity Employer 1:6 


The ASPIRA Association, Inc. is an equal opportunity employer. Employees are 
recruited and selected on the basis of their qualifications and work experience and not 
for any reason unrelated to employment. 


Personnel policies, including hiring, ion, transfer: 

benefits, i ion, etc. will be in such a manner that no 
discrimination shall exist because of race, color, religion, gender, sexual orientation, 
national origin, age, physical or mental handicap or veteran status, including disabled 
veterans and veterans of the Vietnam era. 


Supervisors are responsible for enforcing and utilizing all policies and prescribed 
procedures to ensure equal employment opportunity for all staff. Employees are 
ible for i in a manner that is consistent with ASPIRA's 


Equal Employment policy. 


These Personnel Policies will be reviewed regularly by the Personnel Committee of the 
National Board of Directors to assure that they are kept current and up to date. 


ІІ POLICIES AND PROCEDURES 


Hiring ......... 
Staff Appointments 
Nonsalaried Staff Appointments . 
Employee Classifications .... 
Probationary Period . 
Performance Appraisal . .. 
Salary Administration and Review . . 
Transfer .. nm . 

Work Hours . 
Separation . . 
Resignation . 
Retirement 
Hiring of Temporary Personnel А 
Personnel Records and Changes . . . 
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SUBJECT: Hiring n1 


The ASPIRA National Office is an equal opportunity employer that hires individuals on 
the basis of their qualifications for the position for which they apply. 


When qualified applicants are available, ASPIRA will fill job vacancies by promoting 
from within. Staff members may apply for position vacancies as they occur. Position 
opening notices are posted on the bulletin board in the kitchen area. Any staff 
member who has completed his/her probationary period and who wishes to apply for 
a position opening may do so and will be considered on the basis of skill, education, 
and experience required for the position. An employee's status will not be. jeopardized 
by either the expression of interest in, nor application for, a posted position. 


Applicants are also recruited from outside the ASPIRA National Office by using 
newspapers, magazines, area colleges and university career centers, unsolicited 
resume files, referrals from ASPIRA staff, Board members, Associate or Affiliate 
offices as recruitment sources. ASPIRA does not, unless in case of an emergency and 
with prior approval from the National Executive Director or his/her designee, pay 
employment agency fees for recruiting applicants. 


The hiring of all staff must be approved by the National Executive Director. The 
ASPIRA National Board of Directors is charged with hiring the National Executive 
Director. 


SUBJECT: Staff Appointments 1:2 


Hiring is the sole ibility of the National ive Director. Formal notification 
of an appointment to the staff is by letter from the National Executive Director; no 
written contract is required as a condition of The letter of 


specifies the employee's salary or rate of pay, benefits and all other relevant terms of 
appointment. A copy of this letter goes to the employee's personnel file in the Office 
of Finance and Administration. 


Supervisors and other staff members may not commit ASPIRA to the employment of 
personnel. 
1. Ведшаг i are given to yees who fulfill the ongoing, normal 


staffing requirements of the company. Employees on Regular appointment 
work full time and are eligible for all ASPIRA benefits. 


2. Тетрогагу Appointments are given to employees who fulfill limited or short 
term staffing i work for 
periods not to exceed four consecutive months. Temporary employees are not 
eligible for benefits. 


3. Part-Time Appoi are given to who work up to 20 hours a 
week for an indefinite period. Part-time employees are not eligible for benefits, 
but may participate in the Performance Appraisal Program. 


While Temporary and Part-time employees do not participate in ASPIRA's benefits 
Program, they are covered for payroll-related insurances such as workers’ 
and Social Security (FICA). 
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SUBJECT: Nonsalaried Staff Appointments 1:3 


The following types of appointments are given to individuals who do not have an 
employee relationship with ASPIRA. As with all other staff appointments, 
commitments for nonsalaried staff status may not be made without prior written 
authorization from the National ive Director. A оқ 

or a Consultant Agreement, signed by both parties, specifies the terms of the 
individual’s association with the ASPIRA National Office and is kept in the Office of 
Finance and Administration. Tax withholdings for the following employees are not 
made by the ASPIRA Association, Inc. National Office nor are fringe benefits available 
to them, as they are not considered ASPIRA employees: 


1. Visiting Scholars are individuals from other institutions, generally defined as 
guests in residence at ASPIRA, who are appointed to conduct research at their 
own discretion or in cooperation with ASPIRA staff. 


2. Interns are students from colleges or uni ities who аге 
in conjunction with receiving credit from their institutions, to work on specific 
projects or in collaboration with designated ASPIRA staff. Some interns, 
provided to the National Office through a foundation program or grant, such as 
Everett Public Service Interns, are compensated by the funds of the grant or 
program. The National Office may or may not monetarily compensate interns, 
depending on the availability of funds. 


3. Consultants are independent contractors who enter into formal agreements 
with ASPIRA to perform specific technical or professional services for a specific 
level of remuneration. 


4. — Executives on Loan are individuals whose expertise is offered to ASPIRA for a 

И specific amount of time by a agency 
as an "in-kind" grant. Executives on Loan perform needed professional services 
as designated by the National Executive Director in agreement with the 
corporation or foundation. The salary and benefits of an Executive on Loan are 
paid by the agency of whom the individual is a full-time employee. 


5. — Volunteers are individuals, often students over sixteen years of age who fulfill 
one or some of the above duties. Volunteers are not compensated for their 
services. 


SUBJECT: Employee Classifications 11:4. 


Іп compliance with the Fair Labor Standards Act (FLSA) of 1938, as amended, 
ASPIRA employees are classified as exempt or nonexempt for the purpose of 
computing and paying overtime. 


1. 


Exem hold i inistrative or ional positions and 
are not eligible to receive overtime pay. 


hold s ial, clerical and other support positions and 
have no supervisi ilities; these may le pay 
for hours worked beyond 35 per week (overtime is paid at regular hourly rate 
for 35-40 hours, and at time-and-a-half for hours worked beyond 40). 


Further descriptions and classifications of exempt and non-exempt employees are 
available in the Office of Finance and Administration. 


SUBJECT: Probationary Period 1:5 

All employees on Regular employment аге hired with the understanding that the first 
180 days of service represent a probationary period. During this period, employees 
have an opportunity to become acquainted with the responsibilities of their positions 
and the activities of ASPIRA. Supervisors are able to assess the individual's skills and 
abilities and to ine the appropri ofa i ip between 
ASPIRA and the employee. 


During the probationary period, employees are not eligible to take annual leave or 
participate in the ASPIRA retirement plan, although during this same time, annual 
leave wili accumulate for each full-time employee. 


The probationer will be given a mid-term review at 90 days and an evaluation at the 
end of the р! y period. The i ‘sit i supervisor will submit 
recommendations to the National Executive Director as to whether the probationer 
should be terminated, be made a regular employee, or whether the probationary period 
should be extended, not to exceed 30 days. The decision to convert the probationer 
to regular employment status by the National Executive Director shall be final, and this 
decision shall not be subject to review or appeal. The probationer shall be advised in 
writing of the final decision of the National Executive Director. 


SUBJECT: Performance Appraisal 1:6 
Employee development and performance appraisal sessions аге conducted at the 
conclusion of the six month probationary period, and annually thereafter in May for 
each employee. The performance appraisal session, in addition to ongoing 
performance discussions throughout the year, provides an excellent opportunity for 
the employee and supervisor to assess the work situation, and to define future goals, 
career objectives and training needs. 


Notice of the approaching performance appraisal is sent by the Office of Finance and 
Administration to all ASPIRA employees and their supervisors, along with forms for 
both to fill out. The employee should schedule the session with the supervisor and 
complete the Pre-Appraisal Form and return it to their supervisor at least one week 
before the scheduled session in order to start the process. The supervisor fills out the 
Performance Appraisal form, in part, prior to the appraisal session. This form is 
completed during and after the session. The form is signed by the supervisor. The 
employees may also sign the form. This document then becomes part of the 
employee’s permanent record, is passed on to the National Executive Director for 
his/her review and signature (if the National Executive Director is not already the 
immediate supervisor), and forwarded to the Office of Finance and Administration for 
filing in the employee's personnel file. 


In the event of an unsatisfactory review, a regular employee will be allowed a 
maximum of 90 days to demonstrate satisfactory performance рерге separation 
procedures begin. The length of this ion will be ined by th 

immediate supervisor, with the approval of the National Executive Director. This 
period shall be known as the “Performance Improvement Period". 


In addition to the annual performance review, an employee may receive a written 
review of work performance: 1) when an employee requests one and 2) whenever a 
supervisor wishes to review an employee's performance. 
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SUBJECT: Salary Administration and Review 


ration has been adopted and will 


e An effective and equitable program of salary admit 
consist of the following: 


A written job description of each position in ASPIRA Association, Inc. 
New employees will be given a copy of their complete job description 
upon hiring. These will be initiated and updated as necessary through the 
cooperative efforts of the ini: ion, the depar j 
supervisor, and the staff person concerned. 

b. A competitive salary range for each position comparable to similar 
positions in the nonprofit sector. 

A system for periodic performance review involving the staff person, and 
his/her immediate supervisor (See Performance Appraisal) 

d. А system for periodic salary review evaluating any or all of the following: 
merit, seniority, or change in job duties or classification. 


Upon completion of the six-month probationary performance review and following a 
performance appraisal, new employees may be eligible for a salary review. From that 
point forward, each employee’s salary will be reviewed on an annual basis, coinciding 
with the performance evaluation held during May of each year. Subject to the 
ASPIRA National Board of Directors’ approval of salary increases in the National Office 
annual budget, the National Executive Director may grant a salary increase based on 
a satisfactory performance appraisal 


SUBJECT: Transfer 1:8 
From time to time, ASPIRA may transfer employees from one job to another. These 
reassignments may be initiated by the organization, or by the employee with the 
approval of the organization. Reasons for transfer include, but are not limited to, lack 
of division work loads, promotion, better utilization of staff, health consideration or 
personal preferences. 


Employees will be notified of possibilities for transfer by the position openings which 
are posted in ASPIRA's kitchen area before positions are formally announced to the 
public. 


All transfer requests must be approved by the National Executive Director in writing. 


SUBJECT: Work Hours 1:9 


ASPIRA observes а 35-hour work week, from 9:00 a.m. to 5:00 p.m., Monday 
through Friday, with a one-hour lunch period. 


In exceptional circumstances, with the National Executive Director's and the 

pervi: approval, i i may establish work schedules that vary 
from the ASPIRA standard work week. Variations on hours can be arranged, so long 
as a 35-hour work week is retained. Staff must be aware, however, that flexible 
schedules are a privilege and not a right. Supervisors may require staff members to 
change flexible hour schedules to meet program needs and goals. 


Any employee who is unable to report for work because of illness or other emergency 
should notify his/her immediate supervisor or the National Executive Director as early 
as possible, preferably by 9:00 a.m., giving the reason for absence or lateness and 
time of expected return to work. The immediate supervisor must then notify the 
Office of Finance and Administration of an employee's absence. If the employee's 
D i upervisor or the National ive are not available, the employee should 
report their absence or lateness to the Office of Finance and Administration. Any 
change in expected return must be reported to the employee’s supervisor and the 
Office of Finance and Administration as soon as known. 


SUBJECT: Separation 1:10 


As far as is possible within the constraints of contract and grant resources, ASPIRA 
seeks to provide uninterrupted employment to its regular staff. Separation from 

is at times however, by conditions such as resignation, 
dismissal, layoff, discharge for just cause, retirement, or death. Employment at 
ASPIRA is always “at-will” and terminable at the option of ASPIRA or employee at any 
time and for any reason or for no reason. ASPIRA policies regarding separation from 
employment are as follows: 


1. i j i i ion from the staff initiated by the 
employee, with notice Submitted to the National Executive Director. Two 
weeks’ notice for non exempt staff and thirty (30) days notice for exempt staff 
are considered to be the minimums. Both exempt and nonexempt staff are 
urged to consider the impact of their departure on project objectives and co- 
workers. These employees are eligible for re-hire. 


2. Dismissal: Dismissal is permanent separation from the staff because of the 
employees’s inability to meet job performance Dismissal 
should occur only after the employee has been notified, in writing, of the 
unacceptable performance level and has been given 90 days to improve his/her 
job pert Supervisors are for advising the National 
Executive Director, in writing, of situations which may lead to dismissal. Only 
the National Executive Director has the authority to dismiss an employee. 
Dismissed employees are not eligible for re-hire. 


3. Layoff: Layoff is separation from the staff through no fault of the employee, 
and usually occurs because of termination of contract or grant funds or 
abolishment of a position due to i ints. Every rt 
will be made to ploy a laid off empl as needs and 
funding will allow. Employees being laid off will be given a minimum of one 
month notice. Only the National Executive Director may layoff employees. 


4. Discharge for Just Cause: Discharge for just cause is permanent separation 
from the staff for employee conduct which is harmful to ASPIRA and to other 
employees. Reasons for being discharged include, but are not limited to, theft 
of personal or ASPIRA property; vandalism of ASPIRA property; deliberate 

f records; ii use, or of illegal 
drugs; unexcused or excessive absences from work; negligence of duties; and 
sexual, racial or other harassment. Discharge f for just cause must be approved 
by the National Director. An for just cause is 
not eligible for re-hire. 


5. 


1:10 


Procedures for Separation (Dismissal, Layoff and Discharge): 


a. 


Notice of separation shall be given in writing by the Executive Director 
containing reasons for dismissal. 


At the time of separation, an interview will be conducted by the 

or the National іме Director (or 
his/her designee) or both by using the Termination/Separation Advice and 
Authorization Form (See APPENDIX B). The interview will cover job 
performance, future reference data, terminal pay and allowances, and 
personal ii tion on health ir 
etc. The employee may not receive his/her final pay until the final 
authorization form is completed. 


SUBJECT: Resignation 11:11 


Employees intending to terminate their employment with ASPIRA are expected to 
submit a letter of resignation, giving as much notice as possible. Two weeks notice 
is considered a minimum for ір! Exempt should give 
at least 30 days notice, if feasible, so that the smooth transition of work and the 
training of a replacement can occur. 


Letters of resignation should be addressed to the ASPIRA National Executive Director 
with a copy to the supervisor and the Office of Finance and Administration. Upon 
receipt of the letter of resignation, the Office of Finance and Administration will 
generate the employee's exit letter advising the resigning employee of the procedures 
that are required and the impact the resignation will һауе on his/her benefits, e.g., 
Payment for annual leave, conversion of insurance, etc. 


Each departing employee must complete the exit form during the exit interview with 
the National Executive Director and return all ASPIRA property to the supervisor of the 
Office Finance and Administration. 


Employees are entitled to payment for unused annual leave for the current Fiscal Year. 
If an employee gives less than the designated notice, they will have been deemed as 
left not in good standing. The National Executive Director may grant, in individual 
instances, a shortening of the notice period without affecting the employee's right to 
terminal annual leave. 


SUBJECT: Retirement 1:12 


ASPIRA employees are eligible to retire at a normal retirement date which is the last 
day of the month following the date age 65 is attained. An employee may elect early 
retirement on or after the date he/she attains age 55, or may be allowed to continue 
employment past the normal retirement age. 


SUBJECT: Hiring of Temporary Personnel 1:13 


At times, а project’s budget allows the hiring of temporary personnel to accomplish 
а specific goal or project. In the case where temporary personnel is needed, the 
following procedure is to be followed: 


Staff is to fill out a request form for the use of any temporary personnel and pass it 
оп to the Office of Finance and Administration who will assess funding availability and 
advise the National Executive Director who gives final approval. The request for 

у form includes a di iption of activities to be performed by the 
temporary personnel, states the length of time the temporary personnel is needed (a 
specific number of hours and/or days) and the budget the person’s services will be 
charged to (See APPENDIX C). Additional forms are available in the Office of Finance 
and Administration. 


ө SUBJECT: Personnel Records and Changes 1:14 

The Office of Finance and Administration maintains official personnel records for every 
staff member. D.C. Law requires that these records be kept for a minimum of three 
years. 


Employees should promptly report in writing to the Office of Finance and 
Administration any changes in home address, telephone number, and the name, 
address, and telephone number of a person to be notified in the event of an 
emergency. Additionally, changes in name, marital status, and dependents should be 
promptly reported to the Office of Finance and Administration for purposes of changes 


in income tax status, tax exemptions, and benefits. 


Employees have the right to inspect their personnel files. Individual files are also 
available for inspection by an employee's supervisor. 


INQUIRIES: АП calls ing verifi of employ are to be 
directed to the Office of Finance and Administration. The Office of Finance and 
Administration will verify in writing only the following information reported to creditors 
and by an date of employment, position held, annual gross 
salary, and social security number. Employees who do not wish to have this 
information verified should notify the Office of Finance and Administration in writing. 


© ASPIRA employees аге not authorized to release home addresses and telephone 
numbers of other ASPIRA employees. 


Ill. PERSONAL CONDUCT 
Employee/Subordinate Relationships 
Conflict of Interest ........ -. 
Affirmative Action 
Substance Abuse Policy 
Smoking 
Sexual Harassment Policy Statement 
Grievance Procedure . . : 
AIDS Policy Statement 


ASPIRA Strategic Plan 
Table of Contents 
е2? 


Strengthening and Expanding Current Programs 
Strengthening and Expansion of Programs ~. 
Strengthening and Expansion of Advocacy ____ 

Monitoring and Evaluation of ASPIRA —-—-— 


SUBJECT: Employee/Subordinate Relationships 1:1 


Мо ASPIRA employee shall make a request of any subordinate to perform duties of a 
personal nature, e.g., 9 preparing р‹ 
etc. 


Strategic Plan of the 
ASPERA Association 


1998-2003 
A Guide to Action for the ASPIRA Association 


December 1997 


PREFACE 
The Context 


As ASPIRA enters the 21° century, it finds itself in a society, and a Puerto Rican 
and Latino reality, which is fundamentally different from the one in which it was founded 
almost four decades ago. The of the economy -domi; 
and rapidly changing technology- have radically transformed the nature of work and the 
workplace. The knowledge and skills that our youth will need to succeed in this new 
economy are very different from those that our first ASPIRANTES required, and demand 
profound changes in the education they receive. However, even as knowledge and skills 
requirements grow exponentially, and when much is said about raising standards and 
world-class achievement, the educational attainment of Puerto Rican and Latino youth is 
still among the worst of any group in the country. A significant number of Puerto Rican 
and Latino youth cannot attain academically at even minimally acceptable levels. Schools 
are re-segregating and with it, our children are ending up in the poorest schools -schools 
that lack qualified and committed teachers, high quality educational resources, and the 
safe, nurturing environment all students need to achieve. Moreover, gangs, violence 
among youth, drugs, and teen pregnancy, are all on the rise. As a result, the exceedingly 
drop-out rate, the growing disparities in achievement between Latinos and non-Latinos, 
the stagnant college participation and graduation rates all remain unabated. 


In many of our Puerto Rican and Latino communities, as well as in communities 
in Puerto Rico, economic development has seriously lagged. Conditions for many Puerto 
Ricans in U.S. cities, even after almost 50 years, have worsened rather than improved, 
and the economic gap is widening rather than narrowing. Poverty and despair in our 
inner city communities is pervasive, and with it, our people lack a decent education, 
housing, access to health care and, above all, hope. The purchasing power of the Latino 
community today exceeds $300 billion, but our low-income communities have failed to 


SUBJECT: Conflict of Interest Ш:2 


1. 


Outside Employment: ASPIRA employees are expected to devote their work 
efforts and energies toward the accomplishment of commitments and 

ligati. to ASPIRA. idering outside should 
recognize that it must not impede their ability to fulfill obligations to the 
ASPIRA National Office. 


In order to prevent any appearance of conflict of interest regarding outside 
employment, it is a policy of ASPIRA that all employees must receive written 
approval from the National Executive Director prior to engaging in outside 
professional employment which have any relevance to their work at ASPIRA. 


ide ies: The ASPIRA National Office supports measures which 
protect and enhance the freedoms of speech, press, assembly and all other 
rights guaranteed by the Constitution of the United States of America. 
Therefore, all staff members of ASPIRA are assured of their full right in any 
action they take as private citizens. At the same time, employees must make 
every effort to ensure that their civic action is recognized as the action of a 
private citizen. 


In cases where a group of staff members or all staff members decide 
i of their and work i to take a certain 
stand or commit a certain action, the names of ASPIRA and any other 
registered marks, The ASPIRA Association, Inc. must not be used in referring 
to themselves. 


Each employee and those engaging in outside employment or activities remains fully 


and 


for using di to avoid any conflict or appearance of 


conflict with established policies and mission and goals of the ASPIRA Association, 
Inc. National Office. 


SUBJECT: Affirmative Action Ш:З 


ASPIRA reaffirms its policy of providing equal employment opportunity in all aspects 
of the employ ionship--including 4 

i training, JT i Ü benefits, transfers, 
discipline, layoffs, and termination of employment. ASPIRA will not discriminate 
because of age, race, color, religion, gender, sexual orientation, matriculation, national 
origin, handicap, or against special disabled veterans or veterans of the Vietnam era. 
Also, ASPIRA prohibits sexual harassment in any form (See Policy Statement on 
Sexual Harassment). In addition, it is our policy to ensure that maximum opportunity 
is offered to minority and women business enterprises to participate as suppliers and 
contractors in our activities. Failure to comply with ASPIRA's Affirmative Action 
policy may result in disciplinary action up to and including dismissal. 
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This Strategic Plan is an effort by the ASPIRA Association to set the direction it 
will take into the 21“ century and beyond 


A Plan for the ASPIRA Association 


Strategic planning has consistently been a major part of ASPIRA’s practice and 
management since its inception over 36 years ago. Conscious of the constant changes 
that occur within the Puerto Rican and Latino community, of the needs of the youth that 
ASPIRA serves, as well as of changes in the external funding and public policy 
environment, each ASPIRA Associate and the ASPIRA National Office, have 
consistently invested a significant amount of time and effort in analyzing its environment, 
reviewing its effectiveness, and identifying goals, objectives and strategies to best further 
their mission. This long history of investment in strategic planning accounts, to a large 
extent, for the effectiveness and continuous growth of the organization and for having the 
capacity to develop a Strategic Plan such as this one. 


While each of the organizations in the ASPIRA Association, including the 
ASPIRA National Office, has always developed individual strategic and on-going plans 
over the years, there has never been a systematic attempt to develop a national 
strategic plan for the ASPIRA Association as a whole. The Association had not 
engaged in developing a plan that, while recognizing the uniqueness, special о 
circumstances, diverse interests, and absolute autonomy of each Associate, would serve 
to set direction for the entire ASPIRA Association and serve as a guide for the planning 
and development of each of its members. 


The Strategic Plan contained herein stems from, and builds on, this long tradition 
of self-review and planning at ASPIRA. Most importantly, it represents a major new step 
for ASPIRA as an Association. It is the first attempt in ASPIRA's 36-year history and іп 
the 20-year history of the Association, to develop a national plan for the ASPIRA 
Association as a national organization. 


This Strategic Plan collects nearly two years of Association-wide analysis and 
discussions, led by the National Board of Directors, which involved the Executive 
Directors and ASPIRA staff and our ASPIRANTES at all levels. It was developed in two 
retreats of the National Board of Directors -dedicated exclusively to strategic planning- 
held at Educational Testing Service (ETS) in 1996 and 1997. After considerable 
discussion at the Associate level, the Plan was approved by the National Board of 
Directors at its meeting on 


SUBJECT: Substance Abuse Policy 1:4. 


ASPIRA is i to a drug-free and Ц ASPIRA 
policy prohibits the unlawful sale, distributi ion, or use of 
controlled substances, including illegal drugs and narcotics on ASPIRA premises and 
work sites. In addition, addiction to or abuse of prescription drugs or alcohol that 
results in impairment to an employee's job performance will be treated as a violation 
of this policy. 


ASPIRA recognizes the danger of substance abuse for workers and the public, and the 
impact it has on motivation and overall job performance. Employees experiencing 
problems resulting from substance abuse and/or dependency must seek the aid of 
their private physicians and/or organizations and agencies that provide drug and 
alcohol abuse prevention and treatment services. In addition to its health benefits 
program, ASPIRA will provide information on channels of assistance available. It is, 
however, the employee's responsibility to seek help. 


The specific procedures which will be followed after the determination of an 
employee's violation of this Substance Abuse Policy are as follows: 


NOTE: The determination that an employee has violated this Substance Abuse 
Policy may be made upon the basis of direct observation, a criminal conviction, 
or the employee's own admission. 


1. Except for who ily identify as users of 
illegal drugs or as an alcohol abuser, obtain appropriate counseling and 
rehabilitation, and thereafter refrain from illegal drug use, ASPIRA will, 
upon first i ination that an І has violated the 
Substance Abuse Policy, reprimand the employee in writing. Said 
reprimand will include a statement about the dangers of drug or alcohol 
abuse in the workplace, referral to existing drug/alcohol counseling and 
rehabilitation programs in the area, and penalties that may be imposed 
upon further violation of the prohibition. The employee will be required 
to enroll in abuse assi: or ilitation program 
approved for such purposes by the Federal, State, local health, law 
enforcement or other appropriate agency, and to provide evidence of 
participation in such a program. The ASPIRA Association, Inc. is 
required by law to notify the federal contracting agency within 10 days 
after receiving notice of a conviction for a drug offense occurring in the 
workplace. 
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Basic Premises of the National Planning Process 


As the ASPIRA Association engaged in this national strategic planning process, 
there were two basic premises that were explicitly recognized at the outset and that set 
the overall framework of this Strategic Plan. 


* The ASPIRA iation is a ion of i 
(ASPIRA Associates) that, although united in voluntary association through 
the ASPIRA iation Articles of. are It is the 


Board of Directors of each Associate that determines the goals, policies, 
programs, practices, and organizational structure of the organization, within 
the general parameters set in the Articles of Association and the By-Laws of 
the Association, 


Though all ASPIRA Associates share the basic mission, principles and core 
strategies of ASPIRA for empowering and developing the Puerto Rican and 
Latino community through the education and leadership development of its 
youth, each is unique. Each Associate is set within a distinct social, economic 
and political environment that determines the needs of its youth and the 
strategies required to attain its mission. Each Associate has a distinct 
organizational history and organizational structure, and each has an 
established set of programs, interests and unique capabilities 


Therefore: 


The Strategic Plan for the ASPIRA Association must be the result ofthe 
consensus of all the ASPIRA Associates, produced through the collective 
analysis and incorporating the experience and wisdom of all ASPIRA 
Associates. 


Based on the fundamental principles contained in the ASPIRA Association 
Articles of Association, the Strategic Plan of the ASPIRA Association must 
set forth the overarching vision, direction, and strategies for attaining 
ASPIRA’s overall mission as a national organization. It must incorporate, 
bring together, and build on, the vision, goals, programs and organizational 
capabilities of each and all of the ASPIRA Associates, to set the overall 
direction of the Association. Therefore, it is not a plan for the each or any of 
the ASPIRA Associates, nor is it the plan of the ASPIRA National Office. Аз 
such, the Strategic Plan of the ASPIRA Association is a general guide for the 
Associates in their individual planning and development processes 


The role of the National Board of Directors in national strategic planning is to 
bring together the collective thought and experience of the ASPIRA 


ШІ:4 


2. Upon a second determination that the employee has violated the 

Substance Abuse Policy, or upon the employee’ 5 refusal to obtain or 

complete | ling or or once having 

ilitation, failing to refrain from activities 

prohibited by this Substance Abuse Policy, ASPIRA will follow the 

procedures for employee Discharge for Just Cause as specified in the 
Administrative Manual. 


The confidentiality of all issues related to an employee's efforts to recover from 
substance abuse and/or dependency problem will be protected, particularly in regard 
to the employee's performance appraisals. An employee's ability to fulfill the 
requirements of his/her position is to be weighted in terms of the categories and 
factors set forth on ASPIRA's Performance Evaluation Form. 


SUBJECT: Smoking 11:5 


ASPIRA prohibits smoking in all work areas and floors where ASPIRA offices аге @ 
located. 


SUBJECT: Sexual Harassment Policy Statement ШІ:6 


ASPIRA prohibits sexual harassment of its employees іп апу form, whether physical 
or verbal, committed by supervisory or non-supervisory personnel. This includes, but 
is not limited to: offensive sexual flirtation, advances, proposition, verbal abuse of a 
sexual nature, "off color" jokes, graphic verbal commentaries about an individual's 
body, sexually suggestive objects or pictures in the workplacé, and physical contact 
or gestures of a sexual nature. 


No supervisor shall threaten or insinuate, explicitly or implicitly, that an employee's 
submission to or rejection of sexual advances will їп any way influence any personnel 
decision that 

advancement, assigned duties, or any other condition of employment or career 
development. 


Sexual in the by any will result in disciplinary action 
up to and including dismissal and may lead to personal, legal, and financial liability. 
Any employee who believes he/she has been sexually harassed should immediately 
bring the matter to the attention of his/her supervisor and/or the Office of Finance and 
АП between and the Office of Finance and 
Administration are private and are held in strict confidence. ASPIRA's procedure is 
that all such complaints will be investigated promptly by the National Executive 
Director or the Office of Finance and Administration, and corrective action will be 
taken promptly upon verifi of th No will suffer 
or intimidation as a result of using this procedure. 
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BASIC PRINCIPLES 


In the review of ASPIRA’s mission, the Association has reaffirmed fundamental 
principles that will guide it into the 21" century. 


ASPIRA: An Inclusive Puerto Rican Organization 


Over 36 years ago, ASPIRA was founded by Puerto Ricans to foster the 
development of the Puerto Rican community. Its basic philosophy, vision, programs and 
services, have deep roots in Puerto Rican culture. Moreover, in its three decades of 
expansion, ASPIRA has grown mainly in Puerto Rican communities across the country, 
and for many years, served the Puerto Rican community and Puerto Rican youth almost 
exclusively. 


Over the past several years, however, ASPIRA has expanded its services to other 
Latino communities and to youth from a broad range of Latino backgrounds. By the mid- 
1980's ASPIRA formally recognized that it must broaden its scope to serve other Latino 
Communities. This move to expand beyond the Puerto Rican community has helped 
thousands of non-Puerto Rican Latinos in all ASPIRA states. It has also generated 
discussion about the fundamental focus of ASPIRA as a service organization. After years 
of discussion, a consensus has been reached. 


The ASPIRA Association reaffirms that it is fundamentally a Puerto Rican 
organization. Because of its origin, development and culture -having emerged from 
the Puerto Rican community to serve the Puerto Rican community- as well as 
because of the persistent needs of our own Puerto Rican youth, it should remain 
focused on the Puerto Rican community and Puerto Rican youth. 


ASPIRA recognizes, however, the needs of other Latino communities and other 
Latino youth in the states that it serves, and that ASPIRA has a process that can be 
effective in helping to empower and develop other youth and other Latino communities. 
Therefore, ASPIRA recognizes that it has a responsibility to other Latino youth and 
communities, and believes that it must be inclusive. ASPIRA’s doors must be open 
to all Latino youth that can benefit from its programs and services. 


Youth and the Development of the Community 


The philosophy that determines the goals, objectives and activities of ASPIRA 
undertaken by the organization rests on the basic premise that Puerto Ricans and other 
Latinos, as a community, have the collective potential to develop their own human and 
material resources that will permit them to share in the social, economic and political 
benefits and responsibilities of the larger society. It is through the empowerment of the 
Puerto Rican and Latino community that it can develop this potential and that the 


SUBJECT: Grievance Procedure Ш:7 


Тһе int and gri i for staff to resolve 
employee complaints between the employee and their supervisor in an equitable 
manner. It is anticipated that most conflicts and problems сап be worked out 


y between the and sup 
No full-time, regular shall be prohibited or ined from using these 
procedures. 
1. Employee Complaint Procedure: 


a. The grievance procedure is initiated by an employee bringing a problem 
to the attention of the immediate supervisor orally or in writing. The 
complaint must be made within ten (10) working days of the occurrence 
of the problem: 


b. Тһе supervisor and the employee are urged to make every effort to 
resolve the problem. 


c. Within five (5) working days of the complaint, the supervisor shall inform 
the employee, in writing, of the decision. 


2. Filing а Grievance to the Grievance Review Committee:* 


a. If the is di: isfied with the supervisor's written decision, a 
grievance may be filed with the Grievance Review Committee. 


b. Тһе grievance must be filed within ten (10) working days of the oral 
decision. The grievance must state as many specifics as possible. 


c. Тһе Committee will conduct a hearing of the grievance within one month 
of receipt of the employee's request. The Committee will assign a fact 
finder to assemble all available facts surrounding the grievance. 
Furthermore, the employee and the supervisor will be given an 
opportunity to present evidence at the hearing. The hearing will be 
informal. 


1 The Grievance Review Committee shall consist of two staff members (one 
exempt and one non-exempt), elected by the staff at the beginning of each fiscal year, 
one alternate chosen by the complainant (exempt or non-exempt), and the National 
Executive Director sitting ex-officio. 
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community can develop and thrive. Moreover, it is by providing Puerto Rican and Latino 
youth with access to a quality education and through the development of their leadership, 
that this potential can be realized. 


Hence, ASPIRA reaffirms that the future development and wellbeing of the 
Puerto Rican and Latino community, rests with its youth and that Puerto Rican and 
Latino youth must remain at the center of all ASPIRA efforts. 


AN ASPIRANTE 


It is ASPIRA’s purpose to provide for the development of Puerto Rican and 
Latino youth who: 


> Has the skills to succeed academically, both in school and/or in college, as 
well as in the workplace. 


> Is committed to service to the community and to be an advocate for the 
community. 


v 


Knows hinvherself, is proud and knowledgeable of his/her Puerto Rican 
and Latino heritage, and is bilingual. 


v 


Recognizes and values diversity in his/her community and in society at 
large. 


v 


1 a positive role model for his/her peers and for Puerto Rican and Latino 
youth. 


> Has the organizational and leadership skills to lead a productive life and to 
effectively advance the development of the Puerto Rican and Latino 
community. 


> Is about his/her ity and is in drawing on 
the resources within and outside the community to advance its development. 


The ASPIRA Process 


The ASPIRA Process, devised over 36 years ago, and refined over decades of 
working with thousands of youth, sets forth that, to become effective leaders, youth must 
be aware of themselves -of their current situation and challenges, of their goals and 
aspirations, and of their potential for success and leadership- and be aware of the 
community that surrounds them. Once aware, youth must analyze both themselves and 
their communities, become knowledgeable about them, and be able to propose solutions, 


Ш:7 
If a grieving employee works under the direction of a member of the 
Grievance Review Committee, that member shall not participate in the 
grievance review. The remaining two members of the Committee will 
appoint a third employee to serve on the Committee for that grievance. 


After the meeting, the Committee will notify the employee of its decision 
in writing. A decision must be reached by the Committee within five (5) 
working days of the meeting. 


Within ten (10) working days of the receipt of the grievance decision, 
the employee may bring the grievance before the National Board of 
Directors by forwarding a written communication to the National Chair. 


The National Chair must render a final decision in writing with a copy to 
the National Executive Director within sixty (60) days to the grievant. 


SUBJECT: AIDS Policy Statement Ш:8 
It is the policy of ASPIRA not to discriminate against any individual because he/she 
has received a positive test for antibodies to an HIV Virus or has been diagnosed as 
an AIDS or AIDS Related-Complex patient. As long as the employee is physically and 
emotionally able to meet the requirements of the job, he/she will remain entitled to 
employment at ASPIRA. 


In accordance with this policy, it is the intention of ASPIRA to protect the rights and 
privacy of any individual and all employees with regard to physical condition and/or 
course of medical treatment. 


ІМ PAY PRACTICES 


Рау Регой .............. 
Employee Payroll Withholdings . 
Overtime Hours 
Time Sheets (Time and Attendance Forms) 
Reimbursement for Employee Expenses ка 
Travel Requests ......... 
Conferences and Seminars . . 
Honoraria ............. 


SUBJECT: Pay Period Iv:1 


ASPIRA employees will be paid bi-weekly on Friday. If a Friday payday falls on a 
holiday, pay checks will Бе distributed the previous day. 


The payroll period runs from Monday of the first week through Friday of the following 
week. 


If an employee is not present when checks are distributed, the check may be obtained 
from the Office of Finance and Administration. Employees are required to submit their 
bi-weekly time sheet to the Office of Finance and Administration in order to receive 
their pay checks. 


SUBJECT: Employee Payroll Withholdings W:2 


No deduction will be made from wages except those authorized by law, or which are 
authorized in writing by the employee. 


1. 


Required Deductions: All Regular appoi ASPIRA are subject 
to the following deductions from their pay: 


а. Federal, State and City Income Tax and/or similar withholdings required 
by law. These deductions are made from each paycheck. 


b. Social Security or Federal Old Age and Survivors Insurance (F.1.C.A.) - 
a program required by federal law which provides income for a worker 
and his/her family upon retirement or death. Deductions are made from 
each paycheck. 


Voluntary Deductions: Voluntary deductions for purposes such as pension 
plans are available to employees if desired. 


Wage Statements - ASPIRA will notify its employees at the time of hiring of the 
rates of pay, and with every salary payment will furnish each employee with 
a statement of wages that lists gross wage, deductions and net pay. Upon the 
request of an employee, ASPIRA will provide an explanation of how such 
wages are computed. ASPIRA will also indicate on the wages statement the 
number of hours worked, the rate paid, and allowances, if any, claimed as part 
of the minimum wage. 


SUBJECT: Overtime Hours Ім:З 


in advance by their supervisors to work 
beyond the normal 35-hour work week will be paid regular rate for hours worked over 
35 and up to 40 hours, and time and one-half for hours worked in excess of 40 hours 
per week. Employees must have the prior approval of their supervisor and the 
National Executive Director to work beyond 40 hours a week. Exempt employees are 
not eligible for overtime compensation. 


The non exempt employee may take compensatory leave in lieu of overtime payment; 
however, under the Fair Labor Standards Act of 1938, such leave must be taken 
during the same pay period in which it is earned in order that total hours worked in 
a week do not exceed 40. 


The District of Columbia ions 0 Il overtime ion as well as any 
other pertinent personnel requirements. 


SUBJECT: Time Sheets (Time & Forms) Іу:4 


All employees аге required to complete a bi-weekly Time and Attendance form, which © 
must be approved by their supervisors and submitted to the Office of Finance and 
Administration by noon Friday at the end of each pay period. (See APPENDIX D). 


Hours worked for each project, holiday, sick and annual leave hours used must be 
recorded on the time sheet. 


It is the supervisor's responsibility to ensure the accuracy of the employee's time 
sheets. Employee's paychecks are generated from these forms, and time sheets that 
are incomplete or submitted after the deadline could result in delayed payment of an 
employee’s wages. 


Time sheets for the following period are distributed by the Office of Finance and 
Administration upon handing out checks. 


SUBJECT: i for. Expenses ІМ:5 


ASPIRA's policy of reimbursement follows the basic principle that individuals should 
neither gain nor lose personal funds as а result of official travel. ASPIRA employees 
will be rei for all that are incurred while 
on official ASPIRA business. ASPIRA employees must fill our monthly expense 
reports in order to be reimbursed for expenses incurred as a result of official business 
done on behalf of the ASPIRA Association, Inc., National Office. All costs must be 
itemized and supported by receipts. All reimbursable staff expenses must have prior 
approval from the employee's immediate supervisor. A detailed summary of these 
must be submitted to the Office of Finance and Administration on an expense account 
form (See APPENDIX E). 


The following are reii ASPIRA staff IS 


1. i using their cars on authorized office 
business shall be reimbursed for mileage at $0.25 per mile, as well as for 
parking and tolls. This will require prior approval from the National Executive 
Director or his/her designee. Each employee is further required to demonstrate 
to the National Office that they carry public liability and property damage auto 
insurance (rental cars paid for with ASPIRA's American Express card are 
automatically insured). ASPIRA Association, Inc.'s National Board of Directors 
will periodically review and may adjust the mileage reimbursement rate. Local 
taxi fare and public transportation shall also be reimbursed at the going rate. 


There are certain circumstances which may require an employee to rent a car. 
Generally, they are: 1) the point of business is not accessible by public 
transportation; 2) financial savings can be realized by renting a car rather than 
using public transportation; 3) it is impossible to conduct the business required 
during a traveler’s stay in a particular place if public transportation is used; ог 
4) other similar rationale can be documented. When a rented car is to be used 
on a business trip, the National Executive Director must authorize its use. 


2. Meal Allowances: When ASPIRA Exempt employees are required to attend 
meetings, they shall be reimbursed for the cost of meals. When meals are 
being charged for other people as a result of work assignments, the person 
responsible must sign the bill, must indicate the program/account to which the 
bill is to be charged, and, must list the name(s) of the person or group 
attending. If paid in cash, list names on the monthly expense account form or 
petty cash slip and attach the receipt. 


3. Reimbursement for air and ground transportation, meals and lodging will be 
made in connection with non-local travel approved by the National Executive 
Director. Employees and clients are required to maximize ASPIRA's resources 
when incurring transportation, lodging, meals and other costs. Staff should use 
the most economical coach air fares and should take advantage of airline 


Ім:5 


discounts for advance purchase whenever possible. Staff should also consider 
staying over Saturday night after meetings or conferences, and in some cases 
staying an additional night to significantly reduce the overall cost of a trip. The 
traveler may be charged any costs billed to the ASPIRA Association, Inc., 
National Office if he/she fails to cancel reservations. In general, charges for 
last minute changes made for personal reasons will be the responsibility of the 
traveler. 


The cost of personal expenses are to be paid for by the traveler. Expenses for a 
spouse and/or dependents are considered personal expenses. 


Cash travel advances may be obtained, if requested by the employee through a Check 
Requisition Form (See APPENDIX F) and if submitted at least two (2) working days 
prior to the departure date. 


An Expense Account Form detailing all expenses incurred while on travel must be 
completed and submitted to the Office of Finance and Administration within five 
working days after return to the office, ied with proper ion. All 
expenses must be presented, reconciled and the figures balanced to indicate 
reimbursement to or from the ASPIRA Association, Inc., National Office. 


Subject: Travel Requests IV:6 
Oftentimes, ASPIRA employees are obligated to travel to meetings, conferences, and 
other activities to comply with ASPIRA's mission and objectives. Local travel per se 
does not require formal authorization. All out of town travel must be approved by the 
employee's immediate supervisor and the National Executive Director or his/her 
designee. Employees planning program site visits will notify their immediate 
supervisor in writing of their intention to travel. If attending a conference or seminar, 
employees must submit a "Request to Т! | and/or Attend C. i form 
(See APPENDIX G) to the National Executive Director through their immediate 
supervisor at least one week in advance. 


SUBJECT: Conferences and Seminars Ім:7 


Attendance of ASPIRA employees at regional, national, and state and city conferences 
and institutes will be at the discretion of their supervisor and shall require his/her prior 
approval followed by that of the National Executive Director. Priority will be given to 
employees who will speak or present on behalf of ASPIRA. 


A written request from the interested staff shall be presented to their immediate 
supervisor, stating purposes of the conference and the benefits to ASPIRA (See 
APPENDIX G). A special effort should be made by the staff to be a presenter at this 
conference and to seek outside funds to cover these expenses. 


Ап employee who may be invited by an outside agency to lecture or participate in а 
symposium should refrain from making a commitment prior to discussing such 
invitation with their supervisor. The employee must make every possible attempt to 
have his/her expenses covered by the inviting agency. If the employee’s participation 
is directly related to the mission and obj: of the ASPIRA iati Inc. and 
payment for transportation and/or any other expenses are not offered, the expenses 
may be charged to ASPIRA. 


Staff shall present a written report on the conference to their supervisor and the 
National Executive Director within ten working days of the activity. The report should 
contain: 


a. A brief description of the major points discussed which were of interest 
to the ASPIRA Association, Inc., National Office, the Associates or 
particular staff members. 

b. The benefits (for the employee and ASPIRA) obtained from attending this 
activity, i.e., ideas generated, funding sources identified, contacts 
established, media coverage, etc. 

c. A list of important contacts with telephones and phone numbers, i.e., 
people who are good speakers, who are in organizations that have similar 
interests, who work in organizations that can help with funding, etc. 

d. Important publications produced at the conference should be attached 
and circulated. Forthcoming publications should be noted. The written 
report should be circulated for all staff to read. 


Reimbursement to employees will be made within two (2) weeks of submission of the 
Expense Account Form and if attending a or the С 

Report. Reimbursements to the ASPIRA Association, Inc., National Office should be 
made as soon as possible, accompanied by the expense report in the form of a check. 
Checks should be made payable to the ASPIRA Association, Inc., and shall indicate 
"Travel Reimbursement". 


All expense account and reimbursement forms are available in the Office of Finance 
and Administration. 


Ім:7 
@ тте conference report is required in order to process travel and expense 
reimbursements. 


SUBJECT: Honoraria IV:8 


Any honorarium received by staff when conducting business for and on behalf of 
ASPIRA, i.e., 14 articipati isory i etc., 
shall be i to the ASPIRA i Inc. In such case, the employee will 
show on the time and attendance sheet that time devoted to outside work is 
chargeable to the ASPIRA Association, Inc., National Office as part of the regular 
work day. Fees received for work not related to ASPIRA in accordance with the 
Conflict of Interest Policy (See "Conflict of Interest") may be retained by the 
employee. In such cases, the employee must show on the corresponding time and 
attendance sheet that annual leave was taken or that the work was accomplished 
outside normal working hours during the period devoted to outside work for which 
fees were received and retained by the employee. 


V EMPLOYEE BENEFITS 
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Pension Plan/Retirement Plan . 

Group Life and Accidental Death/Di 
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Leave Without Pay (Leave of Absence) . 
Bereavement Leave... . 

Compensatory Leave . 
Jury Duty Leave . . 
National Guard/Military Reserve Leave .. 
Inclement Weather Leave : 
Holiday Leave ‘ 


SUBJECT: Health/Dental Insurance vi 


The ASPIRA National Office offers full-time, exempt and non-exempt employees a 
comprehensive health plan through the George Washington University Health Plan. 
After three months of employment, ASPIRA will cover 100-percent of the cost for 
Hospitalization and Medical Insurance for all full-time employees. Dental insurance is 
also included in this package. Employees hired prior to January 1, 1993 will continue 
to receive the health benefits that were effective at the time of hire. Detailed 
information regarding specifics of available to all in the Office 
ice and ini: i to seek iti 


of Finan 
information on this employment benefit. 


Health and Dental care coverage ceases on the last day of the month an employee is 
separated from ASPIRA. A person wishing to continue standard health care coverage 
may do so if he/she desires. Information on the possible continuation of this benefit 
is also available in the Office of Finance and Administration. 


SUBJECT: Pension Plan/Retirement Plan м:2 


After six months of employment, full-time exempt and non-exempt employees аге 
eligible to join the ASPIRA's Mutual of America Pension Plan. If the employee so 
desires, ASPIRA will contribute the equivalent of five percent of the employee's gross 
base salary per pay period towards the plan. The contribution to the pension plan is 
not deducted from the employee's salary. Upon separation, ánd after three years of 
employment, the employee will be entitled to receive the vested amount balance in 
asingl payment. iti il ofan y salary, if so desired, 
may be contributed to this plan. At any time upon separation, the employee is 
entitled to receive their own contributions to the pension plan. 


The normal retirement age for this plan is 65, although an employee may wish to 
receive retirement benefits any time on or after the date they reach age 55. Upon 
retirement, the total value of an employee's individual account, including interest and 
investment earnings will be applied to purchase a uniform monthly annuity to provide 
their retirement income. 


If an employee takes a leave of absence after the probationary period, upon return to 
ASPIRA, they will be immediately included in the plan. 


Additional information regarding the Pension Plan can be obtained from the Office of 
Finance and Administration. 


SUBJECT: Group Life and i Death and Di: У:3 


Exempt and Non-exempt employees, after six months of employment, begin to be 
covered by ASPIRA's group life insurance plan through The American Life Insurance 
Company, a subsidiary of Mutual of America Life Insurance Company. In the event 
of death from natural causes, a death benefit equal to one time the employee's annual 
salary will be paid to the iciary. In the event of i death, the 
benefit payable is two times the annualized salary, etc. The cost of this benefit is 
assumed by the ASPIRA Association, Inc., National Office. 


Life insurance coverage ceases after the employee's separation date from ASPIRA or 
upon retirement. An employee may wish to convert coverage under the American Life 
Insurance Company policy if he/she wishes to do so. Employees are encouraged to 
seek additional information regarding ASPIRA's life insurance coverage, which is 
available in the Office of Finance and Administration. 


SUBJECT: Group Disability Income V4 


Exempt and Non-exempt ASPIRA employees with six months of employment will also 
be covered for long-term disability through The American Life Insurance Company. 
If, due to injury or sickness, an employee is unable to perform the duties of his/her 
occupation, the employee will receive monthly disability income benefits equal to 60% 
of the annual salary beginning six months following the onset of the disability, and 
until an employee reaches the age of 64 and 5 months. These benefits are to 
continue for as long as an inues to be totally and disabled. 
In no event will the disability benefit be less than $50 per month. ASPIRA assumes 
the total cost of this benefit. 


This benefit ceases upon retirement, or upon the last day of active employment at 
ASPIRA. Unlike Group Life Insurance, Group Disability coverage cannot be converted 
to an individual contract when employ with ASPIRA 


Additional information regarding ASPIRA's Group Disability Income is available to 
employees in the Office of Finance and Administration. 


SUBJECT: Tuition Refund Plan У:5 


It is the policy of ASPIRA to assist staff members to further their education апа 
training only in areas of organizational need if such study can be of assistance to them 
in their work. Subject to the availability of funds, the agency may assist employees 
with regular, full-time appointments by reimbursing one-half of the expenses not to 
exceed $2,000 per calendar year for tuition and fees for credits/courses taken at 
accredited educational institutions. 


To request tuition reimbursement, an employee must submit a written request to the 
National Executive Director through their immediate supervisor prior to enrolling. If 
the request is approved by the National Executive Director, a memorandum of 
understanding will be formed between ASPIRA and the interested employee which 
states the terms of the agreement (See APPENDIX H). Employees will be reimbursed 
upon the completion of the course work and/or upon submission of official proof of 
the attainment of a grade of "c" or better at the end of each semester. 


The employee is expected to work full-time at ASPIRA for the duration of their 
coursework. If an employee benefits from the tuition refund plan for 100% of the 
credit hours needed to obtain a degree, he/she will commit to working full-time at 
ASPIRA for a defined period of time following the completion of their degree: three 
(3) years for a Bachelor's degree, two (2) years for a Master's degree and three (3) 
years for a Doctorate. If the employee decides not to complete the degree program 
or class, the employee still must remain at ASPIRA for one month per each credit hour 
completed at the time he/she terminates his/her studies. If an employee decides not 
to remain employed by ASPIRA for the duration of time it takes to complete the class 
or degree program, the employee is obliged to reimburse ASPIRA for all the funds 
provided to him/her for tuition and fees for all courses taken. 


Employees not pursuing a degree program are eligible for assistance for only three 
credit hours in a twelve-month period. 


In a situation of limited National Office funds when more than one employee is 
seeking tuition reimbursement, participation in the tuition refund plan will be 
determined оп the basis of seniority. 


SUBJECT: F i D L і V:6 


ASPIRA seeks to assist staff in developing their skills in areas that can be of 
assistance to them in their work. As funding permits, ASPIRA may cover reasonable 
costs for short workshops and seminars for regular, full-time employees. Approval of 
each workshop or seminar must be obtained from an employee's supervisor and final 
approval must be obtained from the National Executive Director. The employee 
seeking professional development must fill out a request form to receive approval (See 
APPENDIX G). 


Staff shall present a written report on the workshop or seminar to the National 
Executive Director within ten working days of the activity. The report should contain: 


a. A brief description of the major points discussed which were of interest 
to the ASPIRA Association, Inc., National Office, the Associates or 
particular staff members. 

b. The benefits (for the employee and ASPIRA) obtained from attending this 
activity, i.e., ideas generated, funding sources identified, contacts 
established, media coverage, etc. 

c. А list of important contacts with telephones and phone numbers, i.e., 
people who are good speakers, who are in organizations that have similar 
interests, who work in organizations that can help with funding, etc. 

d. Important publications produced at the activity should be attached and 

Forthcoming should be noted. The written 
report should be circulated for all staff to read. 


As with tuition reimbursement, if National Office funds are limited, decisions on which 
employees will receive approval for professional development workshops or seminars 
will be made on the basis of seniority. 


SUBJECT: Statutory Benefits №:7 


ASPIRA provides the following benefits to all employees as required by applicable 
federal and local laws: 


1. 


Social Security : All ASPIRA regular and part-time employees are covered for 
Old Age and Survivor Benefits under the federal Social Security program 
established by the Federal Insurance Contributory Act (FICA). 


ASPIRA and the employee contribute equally a statutory percentage of salary 
to the program. The percentage may vary from year to year. 


The program provides retirement income, survivors’ benefits in the event of the 
employee’s death, health insurance and disability income for eligible employees 
and their families. 


Workers’ Compensation : ASPIRA provides workers’ compensation insurance 
for all employees in accordance with the D.C. Worker’s Compensation Act of 
1979. This insurance, underwritten by the Federal Insurance Company, 
provides medical treatment and salary loss benefits for work-related injuries and 
illnesses. 


To protect employees, all work-related illnesses or injuries, regardless of 
severity, must be reported to the supervisor and the Office of Finance and 
Administration immediately. The Office of Finance and Administration must 
report all work-related injuries and illnesses to the Department of Labor within 
ten working days. iate forms and additional i ion are available 
in the Office of Finance and Administration. 


Unemployment Compensation : ASPIRA is subject to the provisions of the 
District of Columbia L с i . 

is available to who are dismissed (fired) for j: y 
work performance, but not if fired for just cause. 


Employees are encouraged to review the provision of these benefits. Please check 
for iti i i 


with the Office of Finance and iz 


SUBJECT: Annual (Vacation) Leave м8 


Employees who аге оп full-time, Regular appointments earn Annual Leave. Annual 
Leave is primarily intended to provide each employee with full opportunity for rest and 
relaxation each year. It is also available for absences from work, with pay, for the 
conduct of personal business. 


After one year of service in the ASPIRA National Office, all Regular, full-time 
employees will be granted Annual Leave with full pay not to exceed ten (10) working 
days in any one calendar year. After two (2) years of service, employees will be 
granted fifteen (15) days of Annual Leave, and after five (5) years, twenty (20) days. 
Employees hired prior to January 31, 1993 will be granted Annual Leave with full pay 
not to exceed twenty (20) working days in any one calendar year. Employees are 
encouraged not to take more than two (2) vacation periods per year. An employee 
requesting Annual Leave must fill out a "Leave Authorization Form" (See APPENDIX 
1), һауе the Office of Finance and Administration confirm they have accumulated the 
amount of leave they are requesting, and have the request approved by the National 
Executive Director. 


1. Vacation Periods : Regular full-time employees who have been on payroll for 
опе year may | be granted full vacation at any time during the following year. 


to schedule their ions at some point between 
June 1 and August 31 and December 1 through January 15. No vacations тау 
be taken by ASPIRA Regular, full-time employees during their 


periods. A Leave Authorization Form shall be presented to and approved by the 
staff's immediate supervisor prior to taking any vacation leave. Vacation 
periods are always subject to the prior approval of the National Executive 
Director or his/her designee. Due to varying work schedules in different 
program areas, there are periods when vacations cannot be approved. 


2. Vacation Equi: п ration : In the event of а resignation, layoff or 
dismissal, the employee is entitled to receive payment at his or her regular rate 
of pay for all unused earned vacation. 


3. Accrued Annual Vacation : All earned vacation must be used during the fiscal 
year in which it is earned except for a maximum of five (5) days, which may 
be carried over into the next fiscal year. Vacation accrual beyond five days is 
strongly discouraged, but if it becomes necessary to request waiver of the 
accrual provision, prior written approval from the National Executive Director 
is required. No financial remuneration will be granted for unused accrued 
vacation. 


у:8 


4. Vacation During Probationary Period : Vacation leave will accrue for each 
month of continuous service during the. ionary period and the 
duration of at the rate of five-sixths (5/6) of a day per month. 


Employees hired before January 31, 1993 will accrue vacation at the rate of 
one and two-third (1 and 2/3) days per month for each month of continuous 
service. During the probationary period, employees will not be eligible for 
vacation or annual leave. 


Pay checks will be given to employees upon departing on annual leave, provided the 
funds are available and that the Office of Finance and Administration is notified of the 
request at least two weeks prior to the employee's departure. Vacation salary covers 
the pay period, and the corresponding amount for the period during which the 
employee will be on vacation. 


Non-Salaried, contractual and Part-Time employees are not eligible for annual or 
vacation leave. 


SUBJECT: Sick Leave у:9 


All persons employed оп a regular basis will earn, for personal illness, sick leave with 
pay not to exceed fifteen (15) working days in any one fiscal year. Saturdays, 
Sundays and holidays will not be charged against this allowance. Full-time staff, upon 


of their y period, accrue sick leave on the basis of one and one- 
forth (1-1/4) days for басп month of continuous service. Sick leave will not be 
accrued until an las his or her y period. 


Sick leave may be used either in the case of persona illness or medical appointments 
and must be ized by the . In the case of an employee 
taking Sick Leave, the following procedure is то be taken: 


1. Anemployee should report to his/her immediate supervisor and/or the National 
Executive Director by telephone as early as possible, preferably by 9:00 a.m., 
on the first day of an illness. The employee is required to keep his/her 
supervisor informed of the progress of his/her recovery and the approximate 
date of return to work. A "Leave Authorization Form" (See APPENDIX H) shall 
be completed by the employee within three (3) working days after returning to 
work. 


2. Any empl who is or jodi absent due to illness may be 
asked to furnish a physician’s statement showing what steps are being taken 
to overcome the cause of the repeated absences. 


3. Absence for health reasons which can be anticipated (such as planned surgery) 
should be discussed as far in advance as possible with the employee's 
immediate supervisor. 


Unused Sick Leave may be carried forward from one fiscal year to the next, up to а 
maximum accumulation of 45 days. Sick Leave may not be converted into other 
forms of leave nor into cash payments. 


Sick Leave records are maintained in the Office of Finance and Administration and are 
available for review upon the request of an employee. 


SUBJECT: Family Leave у:10 


ASPIRA complies with the District of Columbia Family and Medical Leave Act of 
1990. The provisions of this law are quite complex and cannot be set forth in full 
herein. However, a copy of this law is available from the Office of Finance and 
Administration. 


In order to learn of your exact right under the D.C. Family and Medical Leave Act, it 
will be necessary to consult the law itself. The following general statement of the 
Act's provisions is intended for summary purposes only and should not be relied upon 
in order to determine how the Act would apply in any particular circumstances. 


Under the D.C. Family and Medical Leave Act, all employees in the District of 
Columbia are required to provide an employee with up to 16 work weeks of unpaid 
family leave in any two year period for the following reasons: (1) birth of a child of the 
employee, (2) adoption or placement of a child for foster care or guardianship, or (3) 
care of a family member with a serious health condition. Up to 16 work weeks of 
unpaid medical leave are required for employees who have a serious medical 
condition. The employee, in most circumstances, is entitled to be reinstated to his or 
her job at the end of any family or medical leave. The Act does permit several 
restrictions on family and medical leaves, so any employee seeking to take advantage 
of leaves provided under this law should consult the Office of Finance and 
Administration prior to any such leave, whenever possible. 


ASPIRA permits staff who meet the eligibility requirements of the D.C. Family and 
Medical Leave Act to use earned annual and sick leave during their absence until such 
time as the earned leave is depleted. Any leave after that time will be without pay. 


SUBJECT: Leave Without Pay (Leave of Absence) V:11 


ASPIRA recognizes that employees, at some time during their employment, may have 
a need to be absent from work for periods of varying duration and for a variety of 
reasons. Leaves of absence are granted employees without pay. The granting of a 
leave of absence does not guarantee a position with ASPIRA upon return. 


Employees who have regular appointments may apply for leave without pay for 
periods of up to one year to pursue their education. 


Requests for leave of absence must be recommended by the employee's supervisor 
and approved by the National Executive Director at least thirty (30) days in advance. 


If the employee's former position cannot be held open, every effort will be made to 
place the employee in a comparable position. 


No annual or sick leave is earned while an employee is on a leave of absence. 
Employees who return following a leave of absence retain seniority in terms of 
eligibility for ASPIRA benefits. For instance, an employee returning from leave of 
absence would continue to accrue annual and sick leave at her/his previous rates. 


SUBJECT: Bereavement Leave V:12 


An employee absent due to the death of a member of the immediate family will be 

paid his/her regular pay rate up to a maximum of three (3) days. Members of the 

immediate family are defined as parents, stepparents and in-laws, spouse or spousal 
children and siblings, and 


SUBJECT: Compensatory Leave (Comp Time) V:13 


ASPIRA's policy of granting Compensatory Leave (Comp Time) to nonexempt staff is 
governed by the Wage and Hour law of the Fair Labor Standards Act. 


A Nonexempt employee may elect to receive compensatory leave only for hours 
worked between 35 and 40 hours. If the employee chooses to take comp time in lieu 
of pay, such leave must be taken during the same pay period in which it is earned. 
Any hours worked over 40 will be paid one and one-half times the regular hourly rate. 


The employee should record compensatory leave on the bi-weekly time sheet. 


SUBJECT: Jury Duty Leave V:14 


ASPIRA grants employees who have regular appointments leave with pay to serve on 
jury duty. ASPIRA employees will not suffer loss of benefits during this time, 
although they will be obligated to reimburse ASPIRA for any compensation received 
for their services as jurors. 


A copy of the summons for jury duty must be given to the National Executive Director 
along with the request for leave. Employees are expected to report to the ASPIRA 
National Office in person each day when dismissed from the court when two or more 
hours are left in the work day. 


Employees should record jury duty leave on the bi-weekly time sheet in the blank area 
noting "jury duty". 


SUBJECT: National Guard / Military Reserve Leave V:15 

Any ASPIRA regular employee who is a reservist in the U.S. Military or is required to 
take summer training with the U.S. Armed Forces, will be granted full pay up to two 
weeks per year. However, the military salary must be reimbursed to ASPIRA by the 
employee. 


An employee may elect to use vacation time (annual leave) to attend the summer 
training. In this instance, no deduction will be made from the employee’s salary. 


SUBJECT: Inclement Weather Leave V:16 


In the event of heavy snow or severely inclement weather, ASPIRA follows the policy 
of the federal government with regard to office closings. Employees should listen to 
radio for current i on the decisions regarding 
office closing or the liberal leave policy going into effect. In the unlikely event of 
catastrophic weather happening on a day when the government is on holiday but 
ASPIRA is not, the ASPIRA National Executive Director or his/her designee will make 
а decision regarding office closing and will communicate this information via phone 
to program directors. 


Time taken off from work by ASPIRA employees on regular appointment due to 
inclement weather will be handled as follows, unless otherwise directed by the 
National Executive Director: 


1, Late arrivals $ or early departures of up to two hours will not be charged to 
Annual Lea 


2. Entire days taken off by employees when the ASPIRA National Office is open 
will be charged to Annual Leave. 


3. In the event of official early dismissals or full-day closings, the hours will be 
treated as а holiday and employees will be paid in accordance with ASPIRA's 
holiday pay policy. 


Employees on Temporary and Part-Time appointment are not paid for scheduled hours 
not worked due to inclement weather. 


SUBJECT: Holiday Leave 


ASPIRA regularly observes the following holidays: 


Should any of the above holidays fall on a Sunday, the following Monday will be 
observed. Holidays falling on a Saturday will be observed on the preceding Friday. 
The exceptions to this rule will be Federal holidays (e.g. Washington’s Birthday), when 
the day observed by the Federal government will be observed by the ASPIRA National 


Office. 


At the beginning of each calendar year, the Office of Finance and Administration will 
distribute a list which states on which exact days these holidays fall. 


Non-salaried, Contractual or Part-Time employees are not eli 


allowances. 


New Year's Day 
Martin Luther King, Jr.'s Birthday 
Washington's Birthday 
Good Friday 

Memorial Day 
Independence Day 
Labor Day 

Columbus Day 
Veterans Day 
Thanksgiving Day 

Day after Thanksgiving 


Christmas Day 


APPENDIX А 
Тһе ASPIRA Association, Inc. 


DRUG-FREE, SMOKE-FREE WORKPLACE REQUIREMENTS 


The ASPIRA Association, Inc., National Office is a drug-free, smoking-free workplace. 
To ensure the effective implementation of this policy, the following measures are 
adopted: 


1. 


The unlawful istributi i or use of a 
controlled substance is prohibited in the ASPIRA Association, Inc., National 
Office. Any employee who fails to abide by this prohibition will face the 
following actions: 


a. Except for employees who ily identify as users of illegal 
drugs, obtain appropriate counseling and rehabilitation, and thereafter refrain 
from illegal drug use, ASPIRA will, upon the first confirmed determination that 
an employee has violated the drug-free violation, reprimand the employee in 
writing. Said reprimand will include a statement about the dangers of drug 
abuse in the workplace, ASPIRA's policy of maintaining a drug-free workplace, 
referral to existing drug counseling and rehabilitation programs in the area, and 
penalties that may be imposed upon further violation of the prohibition. The 
employee will be required to enroll in a drug abuse assistance or rehabilitation 
program approved for such purposes by а Federal, State, or local health, law 
enforcement, or other appropriate agency, and to provide evidence of 
participation in such program. The determination that an employee has 
i i r used a 
substance may be made upon the basis of direct observation, a criminal 
conviction, confirmed positive results of testing, the employee's own 


or other 
b. Upon second confirmed determination of an employee's violation of 
ASPIRA's drug-free ibition, an emp! will be from 
work at ASPIRA, until such time as he or she successfully completes 
ing or ilitation or until ASPIRA i that action other than 
is iate to the individual's situation. A second written 


more 
reprimand will be placed in the employee's personnel file. 


c. Upon a third determination that the employee has violated the drug-free 
prohibition, or upon the employee's refusal to obtain or successfully complete 
counseling or rehabilitation, or once having completed counseling or 
rehabilitation, failing to refrain from illegal drug use, ASPIRA will follow 
procedures for employee termination as specified in this Administrative Manual. 


Each and every employee of the ASPIRA iation, Inc., National Office will 
receive a copy of this statement as part of the Administrative Manual of the 


ASPIRA Association, Inc., National Office. Upon receipt of the Manual and this 
policy statement, the employee agrees to abide by the terms of this statement, 
and to notify ASPIRA of any criminal drug statute conviction for a violation 
occurring in the workplace no later than five days after such conviction. 
ASPIRA will also make available to any employee that so desires literature on 
drug use and abuse prevention and treatment. 


The ASPIRA Association, Inc., National Office will notify any Federal or State 
government agency that so requires, within ten days after receiving notice of 
any criminal drug statute conviction for a violation occurring in the workplace. 


No smoking will be allowed within the premises of the ASPIRA Association, 
Inc., National Office. 


< Appendix В 
ASPIRA ASSOCIATION INC. 

1112 16th Street, NW, Ste. 340 
Washington, D.C. 20036 


This form must be completed by all employees terminating their 
employment with ASPIRA. A sign-off by all the office listed below 
Gust be presented to the accounting office before а final check 
will be issued. 

TERMINATION DATE: 


NAME: 


RECEIVED |N/A SIGNATURE | DATE 


IMMEDIATE OFFICE: 


Desk & file keys 


Files 


Equipment. 
OFFICE OF FINANCE & ADMINISTRATION 


| OFFICE OF Eee 5. 
ASPIRA Staff 


Handbook 


office key 
GWU Health Plan 


Letter of 
resignation cc 


Other keys 
Long distance card 
Final time sheet 


Credit & travel 
cards 


Expense report 
&travel advances 


Annual leave 
adjustments 4-і 


Misc. charges 


OTHER 


RECEIVED |N/A SIGNATURE | DATE 
FORWARDING 
ADDRESS: 
EMPLOYEE'S SI DATE: 
SUPERVISOR'/S DATE: 


e- 


APPENDIX С 
Тһе ASPIRA Association, Inc. 


HIRING OF TEMPORARY PERSONNEL 


Name of ASPIRA staff member making request 


Request hiring of temporary personnel from АМ/РМ 
date time 


to AM/PM for a total of . 
date tine days hours 


Please describe in detail the proposed activities to be performed 
by the temporary personnel: 


‘Budget to charge the temporary personnel's services to: 


Signature of Employee Making Request date 


Approval of the National Executive Director date 


APPENDIX D 


ASPIRA Association - National Office 
Time and Attendance Report 


ìi 
@ 


Name, 


Period From: To: 


PROJECT Моп | Tue |Wed | Thu| Fri | Sat | Sun Mon | Tue [Wed | Thu| Fri | Sat | Sun| Total 


DATE 


GENERAL 


DEVELOPMENT 


PHS 


FORD 


BORDEN 


AT&T 


USDE 


INSTITUTE 


DEWITT WAL. [9] 


SUBTOTAL | 


LEAVE TAKEN : 


SICK 


ANNUAL 


HOLIDAYS 


шы |l1IIIII] CT ETP TP 1 


Employee Signature. Date Approved. 


V.S. FORM ( 8/93 ) 


ASPIRA NATIONAL OFFICE 
EXPENSE ACCOUNT FORM 


APPENDIX E 


NAME: PERIOD: TO: 
DATE | DESCRIPTION TRANSP. | HOTEL MEALS | OTHER 
-airfare CHARGES | includ. karia TOTAL CHARGE то: 
-ground tip ~oash outlay -dept. no. 
-personal -ASPIRA 
-auto 
mileage 
8010 8011 8011 8012 


Ву: 


Approved Ву 


Total expenses 


Less Advance 


Amount owed to ASPIRA or 
reimbursed to employee 


(circle one) 


APPENDIX F 


The ASPIRA Association, Inc. 
Check Requisition Form Date 
Pay to the Order of 5 
Date(s) of 
Invoice(s) Description Amount 
Total 
Date 


Requested by 


Account Codes 


(For Accounting Dept. Only) 


Dept. Account mount Dept. Account Amount 
GF FORD 
DEV USDE 
END PHI-MORRIS 
AT&T DEWT-WALL 
PHS ANH 
GE CARNEGIE 
HITACI 
PROCESSED BY APPROVED BY DATE 


DATE 


APPENDIX G 
Тһе ASPIRA Association, Inc. 


REQUEST TO ATTEND CONFERENCE/SEMINAR 


Date Staff person 


Activity Dates 


Purpose of Activity: 
Present a paper Attend as a participant 


Other (specify) 


Benefit to the ASPIRA Association. Be specific. 


Cost (estimate dollar amount): 


$ Hotel 5 Food $ Trans. 
$ Amount covered by sponsoring organization 
$ Amount covered by existing program grant 


(indicate which grant 


Finance Office: Expenses up-to-date (yes) _ (no) 


supervisor's Approval (approved) |. (denied) __ 


Supervisor's Signature 


Comments 


Executive Director's Approval (approved) (denied) __ 


Note: Remember that you are required to submit a report within ten 
days of your return. 


APPENDIX Н 
Тһе ASPIRA Association, Inc. 


MEMORANDUM OF UNDERSTANDING 


TO: ASPIRA Employee 
FR: National Executive Director 


RE: oft ing - Emp! Tuition 


DA: Date of Agreement 


It is the policy of the ASPIRA Association, Inc. to promote the professional growth of 
its employees in areas of organizational need, as its financial situation permits. 
Therefore, ASPIRA Association, Inc. agrees to assist МАМЕ ОЕ EMPLOYEE in 
(obtaining his/her іп NAME OF DEGREE PROGRAM / taking a class in NAME OF 
CLASS). The ASPIRA Association, Inc. agrees to pay ‘one-half of NAME OF 
EMPLOYEE's tuition and fees at NAME OF EDUCATIONAL INSTITUTION as he/she 


(pursues his/her degree / completes this course). 


NAME OF EMPLOYEE agrees to remain a full-time employee during the course of 
his/her studies. NAME OF EMPLOYEE also agrees to remain a full-time employee at 
the ASPIRA Association, Inc. for one month after each credit hour completed upon 
completion of his/her (degree program / class). “lf NAME OF EMPLOYEE decides not 
to complete his/her (degree program / class), NAME OF EMPLOYEE agrees to remain 
employed at the ASPIRA Association, Inc. for one month after each credit hour 
completed at the time he/she Er his/her studies. Non-compliance with this 
agreement on the part of NAME OF EMPLOYEE would oblige him/her to reimburse the 
ASPIRA Association, Inc. for all ‘ads provided him/her for tuition and fees. 


ACCEPTED: 
NAME OF EMPLOYEE National Executive Director 
Date Date 


APPENDIX I 
The ASPIRA Association, Inc. 


LEAVE AUTHORIZATION FORM 


Name 

Please authorize leave from АМ/РМ 
date time 

to AM/PM for a total of 


days hours 
REASON(S): Sick, Annual, Other (please indicate). 


Note: Annual leave or any other planned absence requires prior 
approval from your supervisor and confirmation from the 
Office of Finance and Administration that the employee 
has accumulated the leave days they request. 


A Sick Leave form must be completed the day an employee 
returns to work. 


Employee Signature Date 


Confirmation of Leave (Finance & Administration) Date 


Supervisor Approval Date 


Comments: 


SHEARSON 
LEHMAN 


татаас Bees company 
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STATEMENT OF PURPOSE 


is statement is setforth by the Board of Directors (hereinafter called 
“the воага“) of ASPIRA in order that: 


There is a clear understanding of the investment policies and 
objectives of the Endowment Fund ("the Fund"). 


2. Investment Counsel to be designated by the Fund is given guidance and 
limitations as to what is expected. 


3. There is a basis for the investment process and the evaluation of 
investment performance. 


It is the intent of this statement to establish an investment policy for 


the Fund that will serve to guide investment counsel toward the performance 
desired. It is further intended that the objectives be sufficiently specific 
to be but flexible to be 

Q GENERAL OVERVIEW 


Overview of ASPIRA, its goals and mission and the resulting 
purpose of the Endowment Fund should be stated here. 


1. Investment of the funds of ASPIRA shall be made solely іп the interest 
the goals and objectives of ASPIRA and for the exclusive purpose of 
providing for the future financial stability of ASPIRA. 


2. The investment goal shall be an above average rate of return as 
defined hereinafter to enhance the Fund's assets. The preservation of the 
purchasing power of these assets is paramount to ensure the financial strength 
of ASPIRA. Investment return over 3-5 years period, including 


growth of income and capital appreciation is to maximize, without undue risk, 
the amount available to provide said stability. For this purpose, short-term 
fluctuations in value shall be considered secondary to long-term investment 
yield. 


3. The fund shall be invested with the care, skill, prudence, and 
diligence under the circumstances prevailing from time to time that a prudent 
man acting in a like capacity and familiar with such matters would use in the 
investment of a fund of like character and with like aims. 


4. Тһе investment of the fund shall be so diversified as to minimize the 
on of large losses, unless under particular circumstances it is clearly 
rudent not to so. In such an event an affirmative decision shall be 

obtained from the Board prior to the action. 
order to achieve its investment goals and diversify its asset: 


In the 
Fund will be structured as a balanced fund in a diversified portfolio of 
equities, fixed income, cash equivalents, and Real Estate. 


ENDOWMENT FUND 


GENERAL COMMENTARY 


The Board of Directors of ASPIRA believes that a balanced and flexible 
investment approach to portfolio management is required to maximize the 
long-term total rate of return of this fund. Total return is defined to be the 
result of capital gains, realized or unrealized, plus income derived from 
interest and dividends. It is recognized that economic and security market 
conditions are not constant, but are ever changing and, as a result, ongoing 
continuing portfolio adjustments will be required in order to maintain asset 
productivity. Such activity is the underlying premise of active responsive 
portfolio management. 


Objective: 


The return from investments should exceed the risk-free rate (as measured 
by the 90-day T-bill). The level of return is important to the strength of the 
Fund; it is second only to security in importance. Іп order to assure that 
this objective is met, return will be measured against the following three 
variables: 


1. 90-day Treasury Bill 
552. C.P.I. for the period 
3. The ASPIRA Index, a hybrid index composed of the S & P 500 the 
h L 1 Bond Index and the 
90-day Treasury Bill, so weighted as to reflect the asset allocation 
of the Fund for the period. 


Minimum Acceptable return over a 12 month period shall be the risk-free 
rate as measured by the 90-day Treasury Bill. Minimum acceptable return over а 
market cycle (3-5 years) shall be 300 basis points over the higher of the three 
variables for the period. 


The balanced fund counsel is expected to deliver above average investment 
performance when compared to other managers managing with similar objectives 
and under similar guidelines. 


Guidelines: 


The following is the policy of the Board as to the expected asset mix 
characteristics of the fund: 


It is the investment philosophy of the Board that the type of investment 
assets held by the Fund should vary from time to ume in response to changes in 
eturn on the fund. In this 


regard, investment counsel will have the flexibility of managing asset 
allocation; up to 50% (at cost) of the fund's assets may be invested іп 
equities at any point in the investment cycle and under such market conditions 
as counsel deems favorable. 

е balance of the fund should be invested in fixed income securities, cash 


equivalents and Real Estate, in a manner appropriate by investment 
counse: At no time shall Real Estate represent more than 15$ of the 


pe portfolio. 
PORTFOLIO CASH FLOW 


It is the intent of the Board that unexpected cash flow requirements of 
ASPIRA be met through the investment return of the Fund. It is therefore 
required that a minimum of 10% of the fund be invested in cash equivalents at 
ali: times. 

Interest, dividends and capital gains income shall be reinvested in the 
Fund with the exception of any need to meet cash flow requirements. 


GENERAL POLICY 


Designation of Authority: 


The Board will not exercise any due investment control provided that the 
specific li are followed. Investment 
counsel will be held responsible . ond Sgecountable to the Board of the Fund со 
achieve the objectives within the policies and guidelines of this statement, as 
may be modified from time to time by the Board 


It is believed that safety of principal should not be imposed оп each 
individual investment. Instead, the portfolio, taken as a whole, should 
conserve the purchasing power of the principal over market cycles. 


le trustees will periodically provide investment counsel with an estimate 
of the cash-flow for futore years. 


The trustees want investment counsel to be free to choose from among the 
more common trust assets that are available. For example, this list would 
include: 


2) Common and Preferred stock 
b) Corporate Bonds 

c) U.S. Government Bonds, Notes and Bills 
d) 0.5. Government Agency Obligations 


tte) Throughs 
f) Mortgage-backed securities (of all types) if they are of a Government 
Agency or сей ААА 
8) Bonds and Stocks 
h) Money Market Funds and Bank h Funds 


i) Commercial Paper 
j) Options in the above Authorized Investments 
k) Real Estate and other Limited Partnership Participations 


INVESTMENT MARKETS 


Equities 


It is recognized that to improve the probability of achieving the 
performance goals it may be necessary to seek issues outside the New York Stock 
Exchange. The use of the American Stock Exchange, and over the counter issues, 
in addition to New York Stock Exchange issues, is considered acceptable. Also, 
the use of the following Regional Exchanges is considered acceptable: 


а) Boston 

b) Cincinnati 

с) Midwest 

d) Pacific 

е) Philadelphia 

Equities should be managed in a conservative fashion and in a way which 
enhances 


the overall performance of the fund. Only investment grade 
be and selected on the basis of 


may 
fundamental attractiveness. 


over time 


Growth and stability of earnings and dividends, shall be deemed key 
elements in the equity selection process. The purchase of preferred and common 
stocks, therefore,-shall be limited to the first four quality grades as 
established by Standards & Poor's for each category and/or the top 3 quality 
grades as established by Value Line. The investment manager's style should be 

more volatile than market averages; hopefully less so. It is 
Zesponsability of investment counsel to select the turnover needed to achieve 
the performance objectives. The believes that stocks held need not represent a 
cross section of the economy. be allowed to choose 

ее of concen! thereof) i imi 
of 15: ас more than 5: at cost) i е 


Investment counsel will adhere to the investment guidelines set forth under the 
Sullivan principles. 


Fixed Income Investment: 


Corporate fixed income investments, other than short-term paper, shall be 
Limited to the first three quality grades as established by one or the other of 
the nationally recognized bond rating services, namely Moody's Investment 
Services and Standards & Poor's. These three quality ratings are defined as 
being “Investment Grade" securities, (A ). . 


in no event, ас time of purchase, should the debt securities of апу опе 
corporation exceed 10% of the assets under management and no more than 58 of 
assets shall be committed to any single issue. There shall be no limitatoon in 
the purchase of U.S. Government Obligations. 


Investment in Commercial Paper shall be made only if such paper is rated at 
least P-l by Moody's or А-1 by Standard & Poor's, there are no position 
restrictions with respect to U.S. Government and Agency issues. Asset 
allocation among maturities, quality and market sectors should reflect the 
manager's view of the market and economic conditions, current and projected 
interest rate trends and interest rate relationship, as well as consideration 
of any specific requirements of the Fund. 


Cash Equivalents: 


Cash іуа1епс ісі viable 1 i for either 
equities or bonds as a way to reduce portfolio risk, capitalize on investment 
conditions and opportunities, and provide for meeting cash flow requiremei 
All cash, wherever and whenever possible, should be invested in interest 
bearing equivalents. 


Real Estate 


The Fund reserves the right to pursue the advisability of investing in real 
estate. Real Estate Limited Partnerships represent a viable mechanism for 
investing in Real Estate, to the extent that such Biene meet the 
fiduciary criteria of prudence and diversification as stated in thís document. 


Options: 


Options in authorized investments shall be limited exclusively to covered 
writing and hedging which reduce risk and enhance 
income of the fund. 


Other investments: 


Investment opportunities will arise from time to time which may not appear on 
this list. Тһе Board shall evaluate these as they come along in light of 
existing conditions at that time. 


[3 AND 


Performance will be measured on a total rate of return basis and will be 
evaluated on a trailing 12-month basis. However, the management will review 
performance at least quarterly. This review will relate preformance vs. 
overall objectives and other indices that are meaningful relative to these 
objectives and guidelines. Significant deviation 4 оп the down side may lead to 
a serious of changing i msel. The Board, of course, 
recognizes that losses may occur in individual investments. 


е Executive Director, or his representative, will receive, a monthly 
report of the transactions of the Fund. 


EW MEETINGS AND CATIONS 
is the desire of the Board to meet semi-annually with investment counsel 
to provide the following: 


Review the past, present and prospective economic climate in relation 
to investment strategy. 


Allow the Board to understand the investment strategy being used to 
шш the stated objectives. 


с. Permit the Board to understand the risk levels of the securities 
represented in the portfolios. 


4. Review trends in performance levels in relation to stated objectives. 


The Board will advise investment counsel of any significant change in 
pertinent actuarial information. 


Other communication or meetings by investment counsel with the Board and 
the Board with investment counsel will be as warranted. 


Approved by the Board of Directors on day of of 1988. 


B INE CRAY 
ae 
Glossary of Terms f wm MAY | – 1989 
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1. Buying Power: amount of money available to buy riti 
by tabulating the cash held in brokerage accounts, and adding the amount 
that could be spent if securíties were margined to the limit. The market 
cannot rise beyond the available buying power. 


2. Capital Gain: difference between an asset's purchase price and selling 
price, when the difference is positive. when the Tax reform Act of 1986 


gain taxable at a lower rate. The 1986 law provided that the differential 
between long-term capital gain and ordinary income rates be phased out. 


3. Short Term: investment with a maturity of one year or less. This 
includes bonds, although ín differentiating between short-, medium-, and 
long-term bonds short term often is stretched to mean two years or less. 


4. Intermediate Term: period between the short and long term, the length 
of time depending on the context. Stock analysts, for instance, mean 6 to 
12 months, whereas bond analysts most often mean 3 to 10 years. 


Long Term: investment with a maturity of ten years or longer. 


6. T-Bills: a Treasury bill ís a short-term (maturíties up to a year), 
discounted government security sold through competitive bidding at weekly 
and monthly auctions in denominations from $10,000 to $1 million. 


7. Money supply: total stock of money in the economy, consisting 
primarily of (1) currency in circulation and (2) deposits in savings and 
checking accounts. Too much money in relation to the output of goods tends 
to push interest rates down and push prices and inflation up; too little 
money tends to push interest rates up, lower prices and output, and cause 
unériployment and idle plant capacity. Тһе bulk of money is in demand 
deposits with commercial banks, which are regulated by the Federal Reserve 
Board. It manages the money supply by raising or lowering the reserves 
that banks are required to maintain and the discount rate at which they can 
borrow from the Fed, as well as by its open market operations- trading 
government securities to take money out of the system or put it in. 


8. umer Price Index: measure of change in consumer prices, as 
determined by a monthly survey of the U.S. Bureau of Labor Statistics. 
Many pension and employment contracts are tied to changes in consumer 
prices, as protection against inflation and reduced purchasing power. 
Among the CPI components are housing costs, food transportation, and 
electricity. Also known as cost of living index. 


9. Shearson Lehman Hutton Intermediate Bond Index: Statistic measure of 
changes in the intermediate bond market (maturities between 2 and 10 years) 
created by Shearson Lehman Brothers. It measures the domestic corporate 
debt, as well as that of the Federal Treasury, with a classification of Baa 
or better from Moody's and of BBB or better from S & P. Its average 
maturity is of 4.13 years. 


10. Basis Point: smallest measure used in quoting yields on bonds and 
notes. One basis point is 0.01% of yield. Thus a bond's yield that 
changed from 10.67% to 11.57% would be said to have moved 90 basis points. 


ll. Fixed income investment: security that pays a fixed rate of return. 
This usually refers to government, corporate, or municipal bonds, which pay 
a fixed rate of interest until the bonds mature, and to preferred stock, 
which pays a fixed dividend. Such investments are advantageous in a time 
of low inflation, but do not protect holders against erosion of buying 
power in a tíme of rising inflati ince the b or 

shareholder gets the same amount of interest or dividends, even though 
consumer goods cost more. 


12. Liquid asset: cash or easily convertible into cash. Some example: 
money-market fund shares, U.S. Treasury bills, bank deposits. An investor 
in an illiquid investment such as a real estate or oil and gas Limited 
Partnerships is required to have substantial liquid assets, which would 
serve as a cushion if the illiquid deal did not work out favorably. 


its average maturity is the weighted average of the maturities of the bonds 
included in the pool. Example: $1,000,000 for 3 years, $1.5 millions for 
5 years, $2 millions for 7 years. $1 million x 3 = 3, $1.5 millions x 5 = 
7.5, $2 millions x 7 = 14. 347 +5 + 14 = 24.5. 1%1,5-2-4,5. 

24.5 / 4.5 = 5.44 average maturity. 


-' Average Life: See Pass through GNMA's. Is the average number of 
years that each dollar of principal will last before being called. It's 


. Corporate Bonds: debt instrument issued by a private corporation, as 
distinct from one issued by a government agency or a municipality. 
Corporates typically have four distinguishing features: (1) they are 
taxable; (2) they have a par value of $1,000; (3) they have a term 
maturity- which means they come due all at once- and are paid for out of a 
sinking fund accumulated for that purpose; (4) they are traded on major 
exchanges, with prices published in newspapers. 


16. Money Market: market for short-term debt instruments- negotiabl 
certificates of deposit, Eurodollar certificates of deposit, commerc. 
paper, banker's acceptances, Treasury bills, and discount notes of tt 
Federal Home Loan Bank, Federal National Mortgage Association, and Feueral 
Farm Credit System, among others. Federal funds borrowings between banks, 
bank borrowings from the Federal Reserve Bank window , and various forms of 
repurchase agreements are also elements of the money market. What these 
instruments have in common are safety and liquidity. The money market 
operates through dealers, money center banks, and the Open Market Trading 
desk at the New York Federal Reserve Bank. New York City is the leading 
money market, followed by London and Tokyo. The dealers in the important 
money markets are in constant conmunication with each other and with major 
and о take of arbitrage ities, a 
practice which helps коер prices маец worldwide. 


17. Money market fund: open-ended mutual fund that invests in commercial 
paper, banker's 
certificates of deposit, and other highly liquid and safe securities, and 
pays money market rates of interest. Launched in the middle 1970s, the 
funds were especially popular in the early 1980s when interest rates and 
inflation soared. Management's fee is less than 1% of an investor's 
assets; interest over and above that amount is credited to shareholders 
monthly. The fund's net asset value remains constant $1 a share -only the 
interest rate goes up or down. Such funds usually offer the convenience of 
checkwriting privileges. 


18. Repurchase agreements: agreement between a seller and a buyer, 
usually of U.S. Government securities, whereby the seller agrees to 
repurchase the securities at an agreed upon price and, usually, at a stated 
time. Repos, also called RPs or buybacks, are widely used both as a money 
market investment vehicle and as instrument of Federal Reserve monetary 
policy. Where a repurchase agreement is used as a short-term investment, a 
government securities dealer, usually a bank, borrows from an investor, 
typically a corporation with excess cash, to finance its inventory, using 
the securities as collateral. Such RPs may have a fixed maturity date or 
be open repos, callable at any time. Rates are negociated directly by the 
parties involved, but are generally lower than rates on collateralized 
loans made by New York banks. The ion of repos to , 
which also have the alternatives of commercial paper, certificates of 
deposit, treasury bills and other short-term instruments, is the 
flexibility of maturities that makes them an ideal place to "park" funds on 
a very temporary basis. Dealers also arrange reverse repurchase agreements, 
whereby they agree to buy the securities and the investor agrees to 
repurchase them at a later date. 


-4- 


19. Commercial paper: short-term obligations with maturities ranging from 
2 to 270 days issued by banks, corporations, and other borrowers to 
investors with temporarily idle cash. Such instruments are unsecured and 
usually discounted, although some are interest-bearing. They can be issued 
directly- direct issuers do it that way-or through brokers equipped to 
handle the enormous clerical volume involved. Issuers like commercial 
paper because the maturities are flexible and because the rates are usually 
marginally lower than bank rates. Investors-actually lenders, since 
commercial paper is a form of debt-like the flexibility and safety of an 
instrument that is issued only by top-rated concerns and is nearly always 
backed by bank lines of credit. Both Moody's and Standard and Poor's 
assign ratings to commercial paper. 


20. GNMA: nickname for the Government National Mortgage Association and 
the securities guaranteed by that agency. 


21. GNMA Pass-through: security, backed by a pool of mortgages and 

guaranteed by the Government National Mortgage Association (Ginnie Mae), 

which passes through to investors the interest and principal payments of 

homeowners. Homeowners make their mortgage payments to the bank or savings 
се: 


(usually 1/2%), the bank forwards the mortgage payments to the pass-through 
buyers, who may be institutional investors or individuals. Ginnie Mae 
guarantees that investors will receive timely principal and interest 
Payments even if homeowners do not make mortgage payments on time. 


The of GNMA pi has the home mortgage 
market, since more capital has become available for lending. Investors, 
who are able to receive high, government-guaranteed interest payments, have 
also benefited. For investors, however, the rate of principal repayment on 
а Ginnie Mae pass-through is uncertain. If interest rates fall, principal 
will be repaid faster, since will eir 

rates rise, principal will be repaid more slowly, since homeowners will 
hold onto the underlying mortgages. 


22. Treasury Bond: long-term debt instruments with maturities of 10 years 
of longer issued minimum denominations of $1,000 


23. Treasury Note: intermediate securities with maturities of 1 to 10 
years. Denominations range from $1,000 to $1 million or more. The 
maturity government issues, or at auction. 


24. Option: In general: right со buy or sell property that is granted in 
exchange for an agreed-upon sum. If the right is not exercised after a 
specified period, the option expires and the option buyer forfeits the 
money. 


In the brokerage business these contracts are joined to different 
securities 


25. Investment Advisers Act: legislation passed by Congress in 1940 that 
requires all investment advisers to register with Securities and Exchange 
Commission. The Act is designed to protect the public from fraud or 
misrepresentation by investment advisers. One requirement, for example, is 
that advisers must disclose all potential conflicts of interest with any 
recommendations they make to those they advise. A potential conflict of 
interest might exist where the adviser had a position in a security he was 
recommending. 


26. Investment Advisers: individual or institution that provides 
investment counseling for a fee. Financial Consultants must be registered 


27. Moody's Investor Service: headquartered with its parent company, Dun 
8 Bradstreet, in downtown Manhattan, Moody's is one of the two best known 
bond rating agencies in the country, the other being Standard & Poor's. 
Moody's also rates commercial paper, preferred and common stocks, and 
municipal short-term íssues. The six bound manuals it publishes annually, 
supplemented weekly or semiveekly, provide great detail on issuers an 
secürities. The company also publishes quarterly Moody's Handbook of 
Common Stocks, which charts more than 500 companies, showing industry group 
trends and company stock price performance. Also included are essential 
statistics for the past decade, an analysis of company's financial 

recent financial 1 , and the outlook. Moody's rate 
most of the publicly held corporate and municipal bonds and many Treasury 
and government agency issues, but does not usually rate placed bonds. 


28. Standard & Poor's: subsidiary of McGraw-Hill, Inc. that provides a 
broad range of investment services, including rating corporate an 
municipal bonds, common stocks, preferred stocks, and commercial Paper; 
compiling the Standard & Poor's Composite Index of 500 Stocks, the Standard 
& Poor's 400 Industrial Index, and the Standard & Poor's 100 Index among 
other indexes; publishing a wide variety of statistical materials, 


investment advisory reports, and other financial information, including: 
Bond Guide, a summary of data on corporate and municipal bonds; Earnings 

share оп more than 1600 companies; New 
Issue Investor, information and analysis on the new issue market; Stock 
Guide, investment data on listed and unlisted common and preferred stocks 
and mutual funds; Analyst's Handbook, per-share data on the stocks and 
industry groups making up the 400 index, plus 15 transportation, financial 
and utility groups; Corporation Records, six volumes of information on more 
than 10,000 publicly held companies; Stock Reports, 2-page analytical 
reports on listed and unlisted companies. A subsidiary publishes the daily 
Blue List of municipal and corporate bonds. Standard & Poor's also 
publishes Poor's Register, a national directory of companies and their 
officer: Securities Dealers of North America, a directory of 
investment banking and brokerage firms in North America. 


29. Hedging: strategy used to offset investment risk. А perfect hedge is 
one eliminating the possibility of future gain or loss. 


30. Futures Contract: agreement to ыу or sell a specific amount of а 
commodity or financia at price on a 

future date. The price is established Between. buyer and seller on the, 
floor of a commodity exchange, using the open outcry system. A futures 
contract obligates the buyer to purchase the underlying commodity and the 
seller to sell it, unless the contract is sold to another before settlement 
date, which may happen if a trader waits to take a profit or cut a loss. 
This contrasts with options trading, in which the option buyer may choose 
whether or not to exercise the option by the exercise da: 
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Financial Statements 
As of June 30, 1997 and 1996 
Together With Auditors’ Report 


ARTHUR ANDERSEN LLP 


Report of Independent Public Accountants 


To the Board of Directors of 
ASPIRA Association, Inc., National Office: 


We have audited the accompanying statements of financial position of ASPIRA Association, Inc., 
National Office (the tion,” a New of June 30, 1997 and 1996, and 
the related statements vot activities and cash flows for the years then ended. These financial statements 
and the schedule referred to below are the 
responsibility is to express an opinion on these financial statements and the schedule based on our 
audits. 


We conducted our audits in accordance with generally accepted auditing standards and the standards 
for financial audits contained in Government Auditing Standards (1994 Revision), issued by the 
Comptroller General ofthe United States. Those standards require that we plan and perform an audit to 


obtain statements are free of material 

An audit i ini va test basis id i ts and disclosures in the 

financial statements. А: the accounting principles used and significant 
timates mad g the overall financial We 


believe that our audits provide a reasonable basis for our opinion. 


In our opinion, the financial statements referred to above present fairly, in all material respects, the 
financial position of ASPIRA Association, Inc., National Office as of June 30, 1997 and 1996, and the 
changes in its net assets and its cash flows for the years then ended in conformity with generally 
accepted accounting principles. 


In accordance with Government Auditing Standards, we have also issued our report, dated October 2, 
1997, on our ? financial reporting and our tests of its 
compliance with certain А of laws, regulations, contracts, and grants. 


Our audits were made for the purpose of forming an opinion on the basic financial statements taken as а 
Whole. The schedule of functional expenses for the year ended June 30, 1997, is presented for purposes of 
additional analysis and is not a required part of the basi һа: 
subjected to the auditing procedures applied in our audits of the basic financial sa statements and, in our 
opinion, is fairly stated in all material respects in relation to the basic financial statements taken as a 
whole. 


Ands Aalderen (св 


Washington, D.C. 
October 2, 1997 
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Statements of Financial Position 


As of June 30, 1997 and 1996 
Assets 
1997 
Assets: 
Current assets- 
Cash and cash equivalents $ 473,095 
Federal grant receivables 15995 
Contributions receivable (Note 2) 429,700 
Loan to Associate (Note 7) 20,484 
Other receivables 7,582 
Prepaid assets 35221 
Total current assets 982,077 
Noncurrent assets- 
Contributions receivable (Note 2) 58,740 
Loan to Associate (Note 7) 
Investments (Note 6) 955,598 


Property and equipment- 
Furniture, equipment, and leasehold improvements, net of 
accumulated depreciation and amortization of $60,206 and 


560,253 for 1997 and 1996, respectively 104,726 
Total assets 
Liabilities and Net Assets 
Liabilities: 
Current liabilities- 
Accounts payable and accrued expenses $ 5475 
Capitalized lease obligation (Note 5) 9,044 
Due to Associates (Note 2) 116,543 
Deferred rent abatement (Note 5) 8,107 
Total current liabilities 188,419 
Noncurrent liabilities- 
Capitalized lease obligation (Note 5) 20,931 
Deferred rent abatement (Note 5) 56134 
Total liabilities 265,484 
Commitments and contingencies (Note 5) 
Net assets (Note 2): 
nrestricted 292,542 
Temporarily restricted (Note 2) 1,072,734 
Permanently restricted (Note 2) 504,825 
Total net assets 1,870,101 
Total liabilities and net assets $2,135,585 


The accompanying notes are an integral part of these statements. 


1996 


$ 358,063 
124,658 


1337827 
311,073 


54,928 
783,020 


95,570 
$2,582,418 


245,562 


12,999 
— Sie 


2269141 
$2,582,418 
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Statements of Activities 
For the Years Ended June 30, 1997 and 1996 


‘Temporarily Permanently 1997 1996 
Unrestricted _ Restricted —— Restricted | Total Total 
venues, gains, and other support: 

‘butions from foundations and corporations S 217046 5 3808 $ - S 615,129 52264193 
Federal government grants 864,104 - - 04 936079 
Publications 3425 - - 342 3118 
Interest and other income. 184974 - - 184974 212237 
Net assets released from restrictions 891,759 _ (891759) - - - 

Total revenues, gains, and other support 2161306 (453,676) - 146760 3415627 
qpenses: 
Program. 
Education access and careers - - 347,505. 73 
Youth leadership - 1011620 922,199 
Community mobilization - 374456 340494 
Айуосасу/! - 69659 | 185802 
Total program services - 18040 ^ 1802968 
General and administrative. 245,248 - - 248 
Fund-raising 18182 - 18,182 23107 
Total expenses 2066670 __ 2066670 — 2,068, 
hange in net assets 94,636 (493,676) - (999040) 1347002 
et assets, beginning of year 197906 1506410 504825 2269141 922139 


let assets, end of year 52252 50274 354425 51870101 82269141 
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о Statements of Cash Flows 
For the Years Ended June 30, 1997 and 1996 


1997 1996 


Cash flows from operating activities: 
Change in net assets $(399,040) — $1,347,002 
Adjustments to reconcile change in net assets to net cash 

provided by operating activities- 


Depreciation and amortization 24,273 25,102 
Net loss on disposal of fixed assets 165 8,915 
Unrealized net gains on securities held (105,480) (90,965) 
Change in grant and contributions receivable 700,989 (1,058,992) 
Change in other receivables and prepaid assets 17,610 (20,922) 
Change in accounts payable and accrued expenses 16473 (7,295) 
Change in deferred support and revenue - (12,056) 
Change in due to Associates (80,785) (11,691) 
Change in pass-through liability - (12,696) 
Change in deferred rent abatement 9,325 54,916 
Net cash provided by operating activities 183,530 221,318 
о Cash flows from investing activities: 
Purchases of property and equipment (15,911) (68,108) 
Purchases of investments (399830) (313015) 
Sales of investments 332,732 558,743 
Disbursement of loans to Associates - (144,928) 
Repayments of loans from Associates 25,000 65,000 
. Net cash provided by investing activities (68,009) 97,692 


Cash flows from financing activities: 
Principal payments on capitalized lease obligations 
Net cash used by financing activities 
Net increase in cash and cash equivalents 
Cash and cash equivalents, beginning of year 
Cash and cash equivalents, end of year 


Supplemental noncash disclosure: 
Increase in capitalized lease obligation $ 7194 8 17,859 


Тһе accompanying notes are an integral part of these statements. 
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Notes to Financial Statements 
For the Years Ended June 30, 1997 and 1996 


1. Organization and Purpose: 


The ASPIRA Association, Inc., National Office (the “Association”), was incorporated on 

November 20, 1968, in New York State. The Association was organized to promote the welfare 

and development of Puerto Ricans and other Latinos in the United States and Puerto Rico. The 
ion is a nonprofit that operates in V gton, D.C. 


The principal aim of the Association is to develop and expand the educational and creative 

ities and ilities of Latinos by establishing the necessary means for motivating 
and orienting them to develop their leadership potential and enter into or continue their 
education in the professional, artistic, and technical fields. 


pre Association has associate organizations in New York, New Jersey, Illinois, Pennsylvania, 
Puerto Rico, Florida, and Connecticut (the “Associates”). The Associates are separate legal 
entities, and their financial activities are not included in these financial statements. 


2. Summary of Significant Accounting Policies: 
Cash 
The Association maintains bank accounts in which moneys are pooled for both restricted and 


use. ity for cash is through a series of interfund 
receivables and payables that reflect the cash available to each fund. 


Cash Equivalents 


Cash equivalents consist of certificates of deposit recorded at cost that approximates market 
value. These certificates of deposit have original maturities of three months or less. 


Investments 


The Association maintains an endowment fund that consists of money market funds, corporate 

lebt and equity securities, and government debt securities recorded at fair value. Changes in 

air value are recognized as interest and other income in the accompanying statements of 

\ctivities, 

*roperty and Equipment 

"roperty and equipment is recorded at cost. For financial reporting purposes, depreciation is 
d. isd 


alculated using the straight-line method. over a five-year useful 
ife; in 1997, the useful life of furniture was changed from five years to ten years. 
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Expenditures for maintenance and repairs are charged to expenses; betterments and major 
renewals are capitalized. Upon retirement or sale of assets, the cost of the assets disposed of 
and the related accumulated depreciation are removed from the accounts, and any resulting 
gain or loss is credited to income. 


Contributions and Grants 


The Association receives funding for its programs from foundations and corporations as well 
as from Federal grants. Major foundation and corporation support is obtained from the Ford 
Foundation, the Carnegie Corporation of New York, and the Dewitt Wallace/ Readers Digest 
Fund. Federal grant support comes from the Corporation for National and Community 
Service, the U.S. Department of Health and Human Services, and the U.S. Department of 
Education. 


Revenues related to Federal grants are recognized to the extent that eligible expenses are 
incurred. The Association receives its funding primarily on a reimbursement basis. 


The Association recognizes non-Federal contributions received and made, including 
unconditional promises to give, as revenue in the period received or made. Contributions 
received are reported as unrestricted support, temporarily restricted support, or permanently 
restricted support. Temporarily restricted contributions that are used according to donor 
restrictions in the same period as the are as restricted 
contributions are reclassified as net assets released from restrictions in that period. Promises to 
contribute that stipulate conditions to be met before the contribution is made are not accrued 
until the condition is met. As of June 30, 1997, the Association had received no conditional 
Promises to give. 


The Association subgrants funds to its Associates. The amount of subgranted funds due to 
Associates at year-end is presented in the accompanying financial statements as due to 
associates. 


Contributions Receivable 
Unconditional promises to give that are expected to be collected within one year are recorded 
at their net realizable value. Unconditional promises to give that are expected to be collected in 
future years are discounted to their estimated present value if the effect of such discounting is 
material. 


Contributions receivable include the following unconditional promises to give: 


Amounts due in: 


Less than one year $429,700 
One to three years 58,740 


Total 


Net Assets 


The Association classifies net assets into three categories: unrestricted, temporarily restricted, 
or permanently restricted. All contributions are considered to be available for unrestricted use 
unless specifically restricted by the donor or by law. Temporarily restricted net assets are 

ions with temporary, di Ip. time or purpose restrictions. Temporarily 
restricted net assets become when the time ions expire or th 
are used for their restricted purpose, at which time they are reported in the statement of 
activities as net assets released from restrictions. The amounts released from restriction during 
1997 and 1996 were as follows: 


1997 1996 
Education access and careers $ 74838 $ 37,636 
Youth leadership 389,972 354,002 
Community mobilization 360,152 227,884 
Advocacy/ research 66,797 76,076 
Total $891,759 $695,598 


Temporarily restricted net assets are available for the following programmatic purposes as of 
June 30, 1997 and 1996: 


1997 1996 
Education access and careers 8 230,42 $ 305380 
Youth leadership 469,385 607,090. 
Community mobilization 297,379 652,075 
Advocacy/research 75,428 1,865 
Total $1,072,734 — $1,566,410 


Permanently restricted net assets consist of the DeWitt Wallace/Readers Digest Endowment 
Fund (the “Endowment Fund”). The principal is to be held in perpetuity under the following 
conditions: 


* Income may be expended for the general programs of the Association Provided that in no 
event will any of the income be used for fund-raising or capital improvement Projects. 


The principal of the Endowment Fund may not be transferred to another institution by 
merger, consolidation, liquidation, or dissolution. In all such events and in the case of 
bankrup i ip of the ion, the End. Fund will revert to 
Community Funds, Inc. (the third-party custodian that maintained custody of the 
Endowment Fund prior to remitting it to the Association, in accordance with the terms of 
the founding document). Community Funds, Inc., will, in turn, consult with the original 
donor of the Endowment Fund (DeWitt Wallace Fund, Inc.) and designate another 
beneficiary of the Endowment Fund. 
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The original carrying value of the Endowment Fund was $504,825. The Association reports the 
endowment investment at market value in these financial statements. The market value of the 
Endowment Fund was $955,598 and $783,020 as of June 30, 1997 and 1996, respectively. 
Investment income and any unrealized gains or losses are recorded as unrestricted interest and 
other income in the statements of activities. 


Use of Estimates 


Thep of financial in ith generally accepted accounting 
principles requires management to make estimates and assumptions that affect the reported 
amounts of assets and liabilities and disclosure of contingent assets and liabilities at the date of 
the financial statements. Estimates also affect the reported amounts of revenues and expenses 
during the reporting period. Actual results could differ from those estimates. 


Reclassifications of Balances 


Certain 1996 balances have been reclassified to conform with the 1997 presentation. 


3. Pension Plan: 


The Association has a defined contribution pension plan covering salaried employees with at 
least six months of service. This plan was adopted on January 1, 1988. The Association 

il 5 percent of each s to the plan each year. Vesting of the 
Association's contributions occurs after three years of employment or upon early retirement. 
Contributions by the Association were $32,635 in 1997 and $19,697 in 1996. 


4. Income Taxes: 


The Association is exempt from Federal income taxes under Section 501(c)(3) of the Internal 
Revenue Code. The Internal Revenue Service has determined that the Association is a 
publicly supported entity. 


5. - Leases: 


The Association leases office space and equipment under lease agreements that expire 
through 2005. 


Operating Lease 


In November 1995, the Association entered into a lease agreement for office space effective 
January 1,1996. The lease provides for a ten-year lease term, with ап option to cancel the 
contract after seven years, and rent abatements in the first two years of the lease. Rent expense 
for this lease for the years ended June 30, 1997 and 1996, was $124,505 and $62,252, 
respectively. Rent abatements are amortized over the life of the lease. The unamortized portion 
was $64,241 and $54,916 at June 30, 1997 and 1996, respectively. 
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Minimum rental commitments under this lease, excluding the Association's share of future 


operating expenses as defined in the lease agreement, are as follows: e 
Year ending June 30, 
1998 8 132,612 
1999 132,612 
2000 132,612 
2001 132,612 
2002 and after 596,754 


$1,127,202 


Capital Leases 
The leases offi under lease that expire. 
between 2000 and 2001. The leases provide that the Association pay for the insurance and 


penses related to the equi Interest expense on leased equipment 
amounted to approximately $1,950 and $1,400 for the years ended June 30, 1997 and 1996, 
respectively. Assets under capital lease are included in furniture, equipment, and leasehold 
improvements and are depreciated over the life of the lease. Future lease payments under 
capital leases are as follows: 


Year ending June 30, 
1998 $10,268 
1999 10,268 ө 
2000 7,838 
2001 6,074 
Interest payments (4473) 
Lease obligation $29,975 


6. Investments: 


The market value of investments at June 30, 1997, is summarized below: 


Money market funds 
Common stocks and options 
Government bonds 
Corporate bonds 


Investment income, gains, and losses for fiscal year 1997 are summarized below: 


Interest and dividends $ 29,626 
Realized net gains on sales of securities 37,160 
Unrealized net gains on securities held 105,480 

Total investment income $172,266 


7. Related-Party Loans: 


Inearly 1996, the Association extended a $75,000 line of credit to an Associate office. According 
to the terms of the credit agreement, the loan bears no interest and is due in July 1999. At 
June 30, 1997 and 1996, $54,928 was outstanding under the line of credit. 
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‘Schedule of Functional Expenses 
For the Year Ended June 30, 1997 
With Comparative Totals for the Year Ended June 30, 1996 


Education Total 
Accessand Youth Community Advocacy/ Program 
es Leadership Mobilization _ Research _ _ Services 
8 142135 $157,662 538121 5 419618 
24399 31492 760 79805 
1605 189.554 3578 29941 
28078 1691 41805 
17918 12402 7л 50084 
108: ази 6л 2517 
2; 2,083 5163 
5209 155 1357 9156 
1320 - - 130 
Travel and meetings 10306 z, 10652 1351 49,768 
and publications 357 9878 7817 3761 воз 
terials and subscriptio 1102 3,067 105 331 556 
Зай developmen ал12 - - ал12 
3 - 12450 - Е 
Bank charges - : 1 p 
Federal subgrants to Associates 
(Note 156,676 
Foundation and corporation subgrants 
to Associates (Note 2) 33.603 
Total other expenses 231092 25875 
Total direct costs E 6969 
indirect costs allocated 18,861 
Total costs 3%755 


56,65 51805240 


